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FOREWORD

Thisrevised version of the Missouri Financial Accounting Manual represents an attempt to incorporate all statutory
and rule changes that have taken place since the 1988 manual was published. There has been atremendous change
in the way schools are operated in general and specifically how school finance operations are carried out. It has
become a much more complicated process with numerous pitfalls along the path for those unaware of the changes. It
isachallenge for each of usto stay abreast of these changesin order to be able to operate our school systemsin a
manner consistent with providing the best possible learning environment for our children.

The format of this manual has been changed to make it more user friendly and easier tofind specific information. If
the district uses this manual asthe financial tool it was designed, the district will find that it will help the district make
decisions, answer the most common financial related questions, and serve as atraining platform for district personnel
in the drive to understand this new financial environment we now find ourselves.

Change appearsto be the only constant in the area of school finance. Asadministrators, we must be able to quickly
accessinformation asit changes; we must be able to use all the sources of expertise available; we must understand
how statutory changes affect our districts; and we must be prepared to guide our districtsinto the next century.
More frequently, we see that decisions made today have a critical impact on our ability to operate in the future. This
manual represents aresource that isinvaluable in the day-to-day decision making process and operation of a school
district.

As administrators, the emphasis in the educational environment continues to be on accountability. | applaud the
adaptability each administrator has shown in implementing these new procedures and processes and in doing so
greatly increasing the potential of our school systems and the students we are responsible to educate. We must
continue to be committed to providing the best and most efficient education for our greatest asset, the children.

Robert E. Bartman
Commissioner of Education
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MISSOURI FINANCIAL ACCOUNTING MANUAL

INTRODUCTION

The need to update the Missouri Financial Accounting Manual (Accounting Manual) becomes important in light of
the many legislative changes that have taken place since the last update (1988). Thisrevised Accounting Manual
has been updated to reflect current changes to law, rules and regulations through June, 1997. Some format changes
have been made to make this manual easier to use and to find required information. Specific format changes are as
follows:

1 Page/Subject Matter Heading (example)
MISSOURI FINANCIAL ACCOUNTING MANUAL <---- Name of Manual
REQUIREMENTS <---- Section

STATE REQUIREMENTS <---- Subject - Procedure Number ---->PROCEDURE NO: REQ-101

2. Table of Contentsincludes page number

3. Detailed Subject Matter Indexarranged al phabetically by subject topic with page numbersis
located at the back of the manual.

4, The Revenue Object Code Descriptions include required placement by fund for each revenue.

This manual represents an adaptation of the United States Office of Education publication, Financial Accounting,
Classificationsand Standard Terminology for L ocal and State School Systems, Handbook 11, Revised. The user of
the Missouri Accounting Manual should obtain a copy of Handbook Il for its definitions and examples. For
instance, the Missouri Accounting Manual does not list in the Glossary a standard set of supply versus capital
outlay items asthistopic is adequately covered in Handbook I1.

Those users with little or no accounting background should obtain and study Financial Accounting for L ocal and
State School Systems, 1990. This book contains a detailed explanation of fundamental public school accounting
principles.

For ease in locating subject matter topics, this manual is separated into several sections. Thus, if aperson hasa
guestion on coding, for example, quick reference to the Table of Contentswill indicate the proper section and page

number.

Further reference to location of aparticular topic can be found in the Subject Matter Index located in the back of this
manual.
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SECTION: REVISIONS

SUBJECT: RECORD OF CHANGES PROCEDURE NO: REV-001

I Record of Changes

CHANGE# DATED SECTIONS CHANGED

PRC-518, PRC-522, PRC-525

13.

14.

15.

16..

17..

18..

19..

20..

21.
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SECTION: REVISIONS

SUBJECT: REVISONSTO ACCOUNTING MANUAL PROCEDURE NO: REV-002

Il Revisionsto Accounting Manual

This procedure describes the method for revising the Missouri Financial Accounting Manual and for
posting changesto individual copies. Changeswill be processed as follows:

A.

School Finance

Originating Unit

The originating agency employee will prepare a draft of the proposed change and submit it to the
employee’ simmediate supervisor or superintendent for approval. The supervisor or
superintendent will forward the draft of the proposed change with the supervisor’s or
superintendent’ s comments to the Department of Elementary and Secondary Education, School
Finance Section.

School Finance Section

The School Finance Section will review the proposed change for the following:

1 Compliance with existing statutes, regulations, or policies; and

2. Compatibility with existing systems, methods, or procedures.

The School Finance Section will effect necessary coordination and review of the proposed change
with al appropriate staff sections within the department. If the change is not recommended, it will
be returned to the originating unit with notification of the specific reason. However, if the change
isrecommended, the School Finance Section will prepare a draft, incorporating any necessary
revisions, for submission to the Assistant Commissioner for School Services.

Assistant Commissioner

The Assistant Commissioner for School Serviceswill review the proposed change and submit it
with comments to the Deputy Commissioner.

Deputy Commissioner of Education

The Deputy Commissioner of Education will review the recommendations on the proposed change.
If the proposed change is approved, the Deputy Commissioner will submit the proposed change to
the Commissioner of Education for approval.

Commissioner of Education

Changes may be approved by the Commissioner of Education. If the proposed changeis

disapproved, the proposed change will be returned to the School Finance Section for appropriate
action.
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SECTION: REVISIONS

SUBJECT: REVISONSTO ACCOUNTING MANUAL PROCEDURE NO: REV-002

F. Publishing Changes

The preferred method of updating this manual isto consolidate and publish a single manual

revision to be mailed to the district in the spring, prior to the next fiscal year, to become effective

the subsequent fiscal year. Current year changesmay be mailed as needed. Published changesto
text will beindicated in the right-hand margin with avertical bar. >

Therevision date will be indicated on the page containing revised text in the lower right-hand
corner asin this example:

v
Change 1- September 15, 1997
G Posting Changes

Changes will be distributed as complete page revisions. Thus, the manual holder will only be
required to remove, replace, or add pages.

School Finance 6 Jduly 1, 1997
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SECTION: REQUIREMENTS

SUBJECT: STATE REQUIREMENTS PROCEDURE NO: REQ-101

I State Requirements

A.

School Finance

State Requirements for Public School Finance

Over the years, Missouri statutes have been very specific in certain areas of school finance. These
laws prescribe the duties of the treasurer and secretary of aboard of education, establish five
funds which must be used in the accounting process, and place certain limits upon the use of
revenue and expenditure transactions allowed in these funds. Thus, the utilization of available
money is limited, and the accounting processis similarly affected. Substantial changes have been
made to Missouri statutes with the passage of the Outstanding Schools Act (Senate Bill 380, 1993),
Senate Bill 676 (1994), and Senate Bill 795 (1996) concerning school finance. These changes have
been incorporated into this manual.

1 Chapter 165, RSMo, providesthat all school moneys must be accounted for within a
framework of five funds:
a Teachers Fund,;
b. Incidental Fund;
C. Free Textbook Fund;
d. Capital Projects Fund; and
e Debt Service Fund

Through the Governmental Accounting Standards Board (GASB), generally accepted accounting
principles (GAAP) recognize three types of funds: Governmental, Proprietary, and Fiduciary.
Within the Governmental Funds are a General Fund, Special Revenue Fund, Capital Projects Fund,
Debt Service Fund and Special Assessments Fund. In order to comply with generally accepted
accounting principles, Missouri statutory funds will be incorporated within this structure.
2. Missouri fund structure incorporated into generally accepted accounting principles:
a Governmental Fund Types:
(N General Fund
Incidental Fund
Free Textbook Fund

2 Specia Revenue Fund
Teachers Fund

3 Capital Projects Fund
4 Debt Service Fund

b. Proprietary Fund Types:
School Food Service

7 July 1, 1997
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MISSOURI FINANCIAL ACCOUNTING MANUAL

SUBJECT: STATE REQUIREMENTS PROCEDURE NO: REQ-101

School Finance

Fiduciary Fund Types:
Student Activities

Account Groups:
General Fixed Assets
General Long-Term Debt

Fund Descriptions:

a

The General (Incidental) Fund is used to account for all financial resources
except those required to be accounted for in another fund. The Free Textbook
Fund is administered as a revenue account and an expenditure object account
reported within the General (Incidental) Fund.

The Special Revenue (Teachers) Fund is used to account for revenue sources
legally restricted to expenditures for the purpose of teachers’ salaries, health
insurance benefits for teachers, and tuition paymentsto other school districts.

The Capital Projects Fund is used to account for all facility acquisition,
construction, all lease purchase payments of principal and interest, and all other
capital outlay expenditures with the exception of certain expenditures for
classroom instructional capital outlay as allowed under Section 165.011, RSMo.

Expenditures for ordinary repairs to school property will not be made from the
Capital Projects Fund. Capital expenditures are defined as expenses paid or
incurred for the acquisition or repair of assets that will remain useful for more
than one year. Examples of these expenditures would be the cost of acquisition,
construction, or erection of buildings, remodeling or reconstruction of buildings
and the furnishing thereof, and similar property having a useful life substantially
beyond the current fiscal year. Expensesin thisfund shall be capitalized and
Internal Revenue Service guidelineswill be used to determine the
appropriateness of specific expenseitemsin the Capital Projects Fund.

Examples of expendituresnot allowed to be paid from the Capital Projects Fund
are the cost of mending leaks, painting, plastering, custodian salaries,
mai ntenance supplies, and employee benefits.

Revenue placed in the Capital Projects Fund shall come from the following
sources:

(N Tax rate set in the Capital Projects Fund.
2 Bond sale proceeds.
3 Net insurance recoupment for a capital loss.

4 Money received from any other source for buildings, equipment, lease
purchase obligations or other capital purposes.

8 July 1, 1997
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SUBJECT: STATE REQUIREMENTS

MISSOURI FINANCIAL ACCOUNTING MANUAL

PROCEDURE NO: REQ-101

School Finance

©

©)

™

®

All money received from the sale of capital assetsincluding real estate,
school houses, other buildings, furniture, and equipment.

Categorical transfers from General (Incidental) Fund to the Capital
Projects Fund:

@

(b)

Transportation Calculated Cost: Calculated annually by the
Pupil Transportation Section based on prior year expenditure
data.

AreaVocational-Technical Schools: Amounts required for
capital outlay purposesin state approved AreaVocational-
Technical Schools.

Other Allowable Transfers from General (Incidental) Fund to the Capital
Projects Fund:

@

(b)

(©

(d)

(e

Grant Match: Amounts necessary to meet the local match
percentage requirement for the equipment portion of state and
federal grants.

Energy Conservation Loan: Amounts necessary to repay
principal and interest on energy conservation loans.

Food Services. Amounts for food service equipment or other
food service capital purposes.

Student Activities: Amounts received from student activities
donations for equipment or other capital purposes.

Debt Service: Amounts remaining in the Debt Service Fund
after the total outstanding bonded indebtedness for which the
fund was levied is paid may be transferred to the Capital
Projects Fund.

Revenue transfers from the General (Incidental) Fund to the Capital
Projects Fund:

@

(b)

$.18 times the Guaranteed Tax Base (GTB) for the second
preceding year divided by 100 times the number of resident
and non-resident students educated in the district in the
second preceding year. (Thistransfer amount will be
calculated by the School Finance Section annually.)

$.06 times the Guaranteed Tax Base (GTB) for the second
preceding year divided by 100 times the number of resident
and non-resident students educated in the district in the
second preceding year. (Thistransfer amount will be
calculated by the School Finance Section annually.)
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SECTION: REQUIREMENTS

SUBJECT: STATE REQUIREMENTS PROCEDURE NO: REQ-101

B.

School Finance

d. The Debt Service Fund is used to account for the yearly accumulation of
resources for, and the payment of, general long-term debt principal, interest, and
paying agents' fees. Other fees such as printing of bonds, registering of bonds
with the State Auditor’s Office, bonding attorney’ s fees, and the cost of bond
sales are paid from the General (Incidental) Fund if the bond transactionisa
refunding of existing bonds, or from the Capital Projects Fund if it isanew issue.

School districts may utilize more funds than the minimum outlined above for local
accounting requirements or to meet generally accepted accounting principles. However,
GAAP recommends the minimum number of funds consistent with legal requirements.
State reporting will typically consolidate these other funds into the General (Incidental)
Fund. For instance, state reporting will consolidate the School Food Service Fund and
Student Activities Fund into the General (Incidental) Fund. In certain instances wherethe
General (Incidental) Fund subsidizes afund or if such resources legally belong to the
school district (Student Activities), the Proprietary/School Food Service or
Fiduciary/Student Activities Funds, may be consolidated into the General (Incidental)
Fund. Such consolidation isin accordance with generally accepted accounting principles.
School administrators and other personnel assigned to duties pertaining to school
finance should become familiar with Chapter 165, RSMo.

Other Requirements

Chapter 162, RSMo, pertainsto school districtsin general but also deals with:

a duties of the secretary and the treasurer of a board of education;
b. the bonding requirements for the secretary and the treasurer;

C. reporting requirements for the treasurer and the secretary;

d. compensation for the treasurer and the secretary; and

e the requirements for providing special educational services.

Chapter 163, RSMo, pertainsto eligibility of districts for state funds under the school
foundation program, correction of apportionment errors, and certain state aid pertaining to
other than elementary and secondary public education. Thisisavery important chapter
which has aforceful impact upon the fiscal affairs of a school district.

Chapter 164, RSMo, also has agreat impact on school finance because it delimits tax
levies and bonded indebtedness. Legal limitations of tax leviesfor operation of
educational programs, requirements for voting levies, duties of district personnel
concerning bond elections, limitations placed upon districts concerning maximum amount
of bonded indebtedness, and various requirements concerning the issuance of revenue
bonds, all of which have major implications for the fiscal operations of public schools, are
delineated.
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SECTION: REQUIREMENTS

SUBJECT: STATE REQUIREMENTS PROCEDURE NO: REQ-101

4, Fund accounting under Missouri statutes and under GAAP does not require school
districts to maintain separate bank accounts for each fund. However, Missouri statute
requires that the Debt Service Fund must be maintained in a separate bank account. Other
funds' accounting records must be so constructed and have sufficient internal control as
to demonstrate the propriety of segregated fund transactions.

5. Legal requirements affecting school finance can be found to alesser extent in other

chapters of Missouri statutes, but those of major importance are contained in the
previously referenced chapters.
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SECTION: REQUIREMENTS

SUBJECT: STATE REQUIREMENTS PROCEDURE NO: REQ-101

This page reserved for future use.
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SECTION: REQUIREMENTS

SUBJECT: EEDERAL REQUIREMENTS PROCEDURE NO: REQ-102

Il Federal Requirements

A.

School Finance

Legal Requirements

Legal requirements concerning the various federal funds are defined within each of the
Congressional Acts creating the funds. In addition, regulations and policies are formulated by
both state and federal agencies to further guide the users of the funds. Tolist all thelegal
requirements, regulations, and policies regarding the various federal funds would be outside the
scope of thismanual.

Regulations

To obtain information regarding the regul ation of federal programs, reference should be made to:

1

2.

3.

4,

5.

State plans for the various programs;

Coded regulations in the Missouri State Register;
Regulations of the US Secretary of Education;

L egislation which established the programs; and

Federal Registers.

General Requirements

Generally the following requirements are inherent in federal programs:

1

2.

Each revenue source requires separate and identifiable accounting records;

Federal Acts providing revenues contain a uniform provision that such revenues will not
be commingled with other state and federal funds so asto lose their identity to a particular
granting act;

Revenue from federal sources may not be used to reduce or supplant program effort by
the local education agency;

Federal funds generally require separate identification and reporting within the local
education agency’ s audit report; and

Local and state revenues used for matching federal expenditures also require separate
identification and accountability.
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SECTION: REQUIREMENTS

SUBJECT: EEDERAL REQUIREMENTS PROCEDURE NO: REQ-102

D. Fund Accounting

Federal funds shall be incorporated within the fund structure identified by GAAP and by Missouri
statutes. Separation from local and state transactions shall be maintained by the usage of aunique
project code on all such federally related transactions. The divisions of the Department of
Elementary and Secondary Education which administer the programs will assist the local education
agenciesin obtaining information regarding the federal programs. For further information on
certain federal programs managed by the Department of Elementary and Secondary Education,
please review the contents of Section FPA -800, Federal Program Accounting.

School Finance 14 Jduly 1, 1997
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SECTION: REQUIREMENTS

SUBJECT: ACCOUNTING PRINCIPLESAND POLICIES PROCEDURE NO: REQ-103

[l. Accounting Principles and Policies

This procedure establishes certain accounting principles and policies to be recognized uniformly
throughout the local education agencies of the state. Financial records must be devel oped and maintained
on aconsistent and systematic basisto provide information and service to the local school boards,
superintendents, school business managers, and principals, aswell asto the residents and taxpayers of the
community. Furthermore, representatives of many different governmental agencies, both State and Federal,
need specific kinds of financial information about a school district in order to carry out their responsibilities.
These data are regularly used by higher governmental unitsin making comparisons and evaluations and
determining eligibility for financial aid programs, etc. Adherence to the following accounting principles and
policieswill insure agreater degree of uniformity and consistency with aresulting increase in the value of
school financial datafor use by all levels of education management:

A. Compliance with Legal Requirements

A fundamental requirement of governmental accounting isthat records shall be kept in compliance
with legal provisions. In general, the legal requirements permit the application of modern methods
of accounting. This manual has been designed with the statutory requirementsin mind and
establishes the minimum accounting system considered acceptabl e by the Department of
Elementary and Secondary Education.

B. Budgetary Control

A requirement is placed on each agency to prepare a budget which will include all anticipated
revenues and expenditures. The details of the budget within each of the functional expenditure
and revenue object (second level) groups may be established by each local education agency from
the code listing. Proper budgetary control depends upon the accurate and reasonabl e estimation
of current revenue and expenditure information based on current plans as they relate to historical
data (what did it cost last year and what has been the trend).

The statutory requirement in Section 67.010, RSMo, to include as a part of the district budget, a
budget message, a comparison of the previous two years revenues and expenditures to budget
year data, interest and debt redemption schedules and a general summary; allows the reader
(school board member, administrator, teacher, parent, etc.) a better picture of what has taken place
inthe district, what is currently planned and how it can be accomplished with the assets available.
This document becomes the road map for the operation of the district and sets the boundaries of al
budgetary decisions.

C. Separate Fund Accountability
A fund is an independent accounting entity with its own assets, liabilities, and fund balance.

Funds are established to account for all financial transactions of specific activities of alocal
education agency's operations.
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SECTION: REQUIREMENTS

SUBJECT: ACCOUNTING PRINCIPLESAND POLICIES PROCEDURE NO: REQ-103

School Finance

Centralized Accounting

Centralized accounting for all funds under the direction of the local education agency is necessary.
Thetype of financial organization which is most effectiveis one that integrates the local education
agency'sfiscal functions and places each fund under the finance director, business manager, or
other fiscal officer.

Basis of Accounting

The “basis of accounting” refersto the point in time when revenues, expenditures or expenses (as
appropriate), and the related assets and liabilities are recognized in the accounts and reported in
thefinancial statements. The “basis of accounting” determines the timing with which the
accounting systems recognize transactions. School districtsin Missouri typically operate under
either the cash or modified accrual basis of accounting.

1 Accrual Accounting

Accrual accounting is a system whereby revenues are recognized when earned and
expenditures are recognized in the period incurred, without regard to the time of receipt or
payment of cash. This method of accounting allows a more accurate eval uation of
operations during a given fiscal period.

The estimated revenues must be offset by an estimate of uncollectible receivables. This
system excludes depreciation of fixed assets, except depreciation may be taken in
memorandum form in the proprietary funds at the discretion of the local education agency.
Reimbursement requests or cost analysis statements submitted to the Department of
Elementary and Secondary Education will exclude any depreciation charges except certain
school food service and transportation data.

2. Cash Accounting

The cash basis of accounting isthe most elementary form of accounting and is used
typically by individuals, small businesses and school districts. Under the cash basis,
revenues are recorded when received and expenditures are recorded when monies are
paid.

Thevirtue of cash accountingisitssimplicity. Asaccounting isnot performed until
monies are received or spent, the relationship of revenues and expenditures to the
accounting period in question is dependent on the actual flow of cash. This system
makes no provision for noncash transactions; therefore, accounting reports in some cases
provide inadequate information for control purposes and analysis of financial condition of
the entity.
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SECTION: REQUIREMENTS

SUBJECT: ACCOUNTING PRINCIPLESAND POLICIES PROCEDURE NO: REQ-103

School Finance

Double-Entry Accounting System

For the proper recording, balancing, and control of accounting transactions, every local education
agency shall employ the double-entry accounting system. Such systemsmay be on a cash basis
and nothing herein shall be construed as requiring any school district to change from a cash basis
of accounting. The principle of the double-entry accounting system isthat for every entry made to
the debit side of afund account or accounts, an entry or entries for a corresponding amount will be
made to the credit side of an account or accounts for the same funds. The debits must always
equal the credits.

Uniform Classifications of Accounts and General Ledger

A uniform classification of general ledger accountsis presentedin thismanua. (See PROCEDURE
NO: CDE-404, General Ledger Account Descriptions.) To enhance uniformity of application, a
description of each general ledger account is also apart of the manual. A uniform classification of
accountsis essential for the following reasons:

1 Recording financial information in a consistent manner.
2. Making possible compilation of datain such form asto be comparable with:
a Similar data of prior periods.
b. Other local education agencies of like characteristics.
3. Summarizing datarequired by the Department of Elementary and Secondary Education.

A general ledger shall be maintained by each local education agency.

Revenues - Gross Basis

Revenues will be recorded on agross basis. Thispolicy will result in showing per revenue account
the amount of all revenue received from all sources (i.e., Federal, State, Local). It will give adequate
revenue information within the classification of accounts for budgeting, accounting, and reporting

purposes.

Refunds and Reimbursements- Incoming to District

Refunds correcting or adjusting previous payments that were charged to an:

1 Expenditure account in the current year should be credited to the appropriate expenditure
account (reduces apparent expenditures).

2. Expenditure account of aprevious year should be credited to arevenue account (Account
5195, Prior Period Adjustment). One exception to thisrule concerns avehicle gas tax
refund. The amount of this particular refund is applied as a credit to transportation
suppliesin the year received.
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SECTION: REQUIREMENTS

SUBJECT: ACCOUNTING PRINCIPLESAND POLICIES PROCEDURE NO: REQ-103

School Finance

Refunds and Reimbursements - Outgoing from District

Payments made by alocal education agency correcting or adjusting previous revenues that were
recorded in:

1 Revenue accountsin the current year should be debited to the same revenue account
(reduces apparent revenue).

2. Revenue account of aprevious year should be debited to current year expense (Function
2320 [Executive Administration] or 2510 [Business/Central Services]|, Object 6398 [Other
Expenseq)]).

Accrue Earned but Unpaid Salaries

To properly record and report expensesin the period in which they have been incurred, unpaid
salaries must be accrued. For example, if salaries are paid over atwelve-month period but earned
over anine-month period, an accrual should be made each month for nine months equal to the
difference between the paid and earned salaries. Salaries paid in the tenth through twelfth months
should be charged to the accrual account. Failure to comply with this policy will result in the
understatement of liabilities and operational costs. (See PROCEDURE NO: ACT -305, Payroll

Accounting.)

Districts on a cash basis may accomplish the same result by writing payroll checks for the tenth
through the twelfth month on June 30. Salary amounts earned but unpaid for the current fiscal year
are recorded as expenditures as of that date. Individual payroll checks would then be distributed in
the appropriate month. Cash flow and compliance with other statutory expenditure requirements
may force adistrict to look carefully at how this procedure will impact the district.

Distribute Related Payroll Expenses with Payroll

Therelated payroll expenses (primarily employee benefits) shall be apportioned and distributed to
the appropriate expenditure accounts based upon the payroll expenses.

Equipment Capital Outlay - $1,000 Unit Cost, Excess of One-year Life, Repair/Replace.

Equipment costing $1,000 or more per unit and having a useful life expectancy of more than one
year is considered to be capital outlay and costswill be entered and controlled in the General Fixed
Assets Account Group. Thedistrict may establish alocal policy to use a unit cost of less than
$1,000 to determine capital outlay expenditures. Equipment not meeting the foregoing cost criteria
may also be capitalized if the life expectancy warrants and the cost of adequate control is not
excessive. Equipment may also be differentiated from a supply item viathe repair or replacement
criterion. That is, an equipmentitem is more likely to be repaired when some of its parts are worn
out whereas the supply item is simply replaced.
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SUBJECT: ACCOUNTING PRINCIPLESAND POLICIES

MISSOURI FINANCIAL ACCOUNTING MANUAL

PROCEDURE NO: REQ-103

Acquisition cost of equipment means the net invoice price of the equipment, including the cost of
modifications, attachments, accessories, or auxiliary apparatus necessary to make the property usable for
the purpose for which it was acquired. Other charges, such asthe cost of installation, transportation, duty
or protective in-transit insurance, shall be included or excluded from the unit acquisition cost in accordance
with the district’ sregular accounting practices. (See also PROCEDURE NO: ACT-306, Capital Outlay and
Accounting for Property for additional information concerning capital outlay procedures.)

YES

YES

YES

YES

YES

\Y

\Y

CRITERIA FOR DISTINGUISHING EQUIPMENT FROM SUPPLY ITEMS

(Listed in Priority Order)

< L asts more than one year >
< Repair rather than replace >
< Independent unit rather than >

being incorporated into another item

< Cost of tagging and inventory >
asmall percent of item cost

< Exceeds minimum dollar value >
established by State or other governmental
unit (with due regard for group control for
some items). Current minimum is $1,000.00,

NO

NO

NO

NO

NO

however, the district may establish alower limit.

ITEM IS CONSIDERED EQUIPMENT

AT FIRST “NO”,
THEITEM IS

DECLARED TO BH
A SUPPLY ITEM

N. Encumbrances

Encumbrance accounting is most valuable in controlling budgeted expenditures for supplies,
equipment, and contracted services. Therefore, encumbrance accounting procedures will be
included in the centralized accounting system. (See Glossary, Appendix A, for definition of
Encumbrance Accounting.) Prior to the end of the fiscal year, every effort should be made to
liquidate outstanding encumbrances. Should outstanding encumbrances remain at year's end, the
encumbrances shall be canceled and not under any circumstances be added to expenditures for
reporting purposes. If such encumbrances are honored at alater date, they become expenditures of

the new fiscal year and would require budget authority in the new year.

O. Accounting Principles and Standards

Accounting principles and standards will be secured from the following sources:

1 Generally Accepted Accounting Principles (GAAP)

a

School Finance

Rules and procedures established by authoritative bodies or conventions that

have evolved through custom and common usage.

The Governmental Accounting Standards Board (GA SB) establishes accounting
principles and financial reporting standards for state and local government

entities.
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MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: REQUIREMENTS

SUBJECT: ACCOUNTING PRINCIPLESAND POLICIES PROCEDURE NO: REQ-103
2. Generally Accepted Auditing Standards (GAAS) - Those audit standards set forth in the
American Institute of Certified Public Accountants (AICPA) Statement on Auditing
Standards.
3. American Institute of Certified Public Accountants viathe publication Audits of State and

Local Governmental Units (ASLGU).
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MISSOURI FINANCIAL ACCOUNTING MANUAL
SECTION: REQUIREMENTS

SUBJECT: END-OF-THE-YEAR REPORT REQUIREMENTS PROCEDURE NO: REQ-104

V. The Annual Secretary of the Board Report (ASBR) isto be filed with the Department of Elementary and
Secondary Education, School Finance Section, on or before July 15 for districts identified as financially
stressed (Section 161.527, RSMo) to be eligible for the Proposition C rollback exemption as afinancially
stressed district.

For al other districts, the ASBR must be filed with the Department by August 15 (Section 162.821, RSMo).

Additional information concerning the ASBR can be found in the Missouri School Finance Reporting and
Compliance Manual.
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SECTION: BUDGETING

MISSOURI FINANCIAL ACCOUNTING MANUAL

SUBJECT: THE SCHOOL BUDGET PROCEDURE NO: BUD-201

l. The School Budget

A.

School Finance

A budget isrequired per Section 67.010, RSMo.

1

The school budget is an instrument which provides adefinite financial policy for the
direction of business operations of aschool district. It providesadetail outline of the
probabl e expenditures and the anticipated receipts during a specified period of time.

Thebudget isone of the most important legal documents of a school district. Itisnot a
static document but rather aworking document that changes (through board approved
budget amendments) throughout the year asactual financial data changes.

It must be prepared carefully and thoroughly to encompass the broad spectrum of events
and activitieswhich occur during afiscal year. The budget should be prepared on the
same basis of accounting as the accounting records are maintained (cash or accrual).

Thedistrict auditor AND the Missouri School | mprovement Review Team will check to
ensurethedistrict budget ispresented in the following for mat.

Section 67.010, RSMo, requires that the annual budget shall present a complete financial
plan for the ensuing budget year, and that the budget shall include five specific pieces of
information. Theseare:

a A budget message describing the important features of the budget and
major changes from the preceding year. Thisisavery general portion
of the budget and should explain how the budget was devel oped, who
was involved in its development, and why the proposed solutions to
acknowledged needs were selected. The goals and objectives of the
school district should be stated and related to the budget design. There
should be arather detailed explanation of what the activities proposed
in the budget are designed to do in regard to the achievement of stated
goals and objectives.

b. Estimated revenuesto bereceived from all sourcesfor the budget year,
with a compar ative statement of actual or estimated revenuesfor the
prior two years,itemized by year, fund, and source.

C. Proposed expendituresfor each department, office, commission, and
other classification for the budget year, together with a compar ative
statement of actual or estimated expendituresfor the prior two years,
itemized by year, fund, function, and object. When program budgeting
is used, estimated expenditures should also include location and

program.
d. A schedule detailing the amount required for the payment of interest,

amortization, and redemption charges on the debt of the palitical
subdivision.
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SECTION: BUDGETING

SUBJECT: THE SCHOOL BUDGET PROCEDURE NO: BUD-201

e A general budget summary which includesthe “ General Budget
Summary” and “Budget Transfer Summary Detail” together summarize
the budgetary requirements of the district, thus allowing the district to
meet the full statutory requirement of budget detail.

The “General Budget Summary” includes information concerning:

(N Assessed valuation;

2 Unadjusted and adjusted tax levies by fund;
3 Estimated beginning balances by fund;

4 Estimated revenues by fund;

(5 Estimated expenditures by fund,;

(6) Estimated transfers from and to each fund,;
@ Estimated ending fund balances by fund; and
(8) Estimated restricted fund balances by fund.

The “Budget Transfer Summary Detail” includesindividually identified interfund

transfers specified by statute or administrative rule. Thetotal of these individual

“transfers to” must equal the total estimated “transfersfrom” indicated in item (6)

above.

2. Section 67.010, RSMo, states“1n no event shall thetotal proposed expendituresfrom any
fund exceed the estimated revenuesto bereceived plusany unencumbered balance or
lessany deficit estimated for the beginning of the budget year..." (Emphasisadded)

B. Budget Preparation

1 Preparation of abudget is a continuing process. It must involve a number of people who
have knowledge of the educational needs of the community and can provide accurate data
in regard to the financial potential of the district. Members of the board of education,
citizens, students, teachers, and members of the administrative staff should be involved in
the planning process which culminates in the preparation of the budget document.

2. Information Needed for Budget Preparation
a Educational Program

(N A clear statement of educational philosophy as devel oped

cooperatively by all parties concerned with the educational program;
and
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b.

2 Rules and regulations of the board of education which provide the
written policies of the district including information concerning the
following:
€) Attainable goals and objectives for the improvement of school

program and pupil achievement;

(b) Length of school term;

(c) Organizational plan;

(d) Salary schedule;

(e) Pupil data such as. enrollment, membership, average daily
attendance, eligible pupils, pupil transportation, pupil progress
charts, follow-up studies of graduates, etc.;

® Teaching personnel datasuch as: qualifications, experience,
and special abilities of each teacher;

(9) Curricular offeringsincluding: required courses, elective
courses, and cocurricular programsin the areas of music,
athletics, speech and dramatics, publications, student council,
etc.;

(h) Facilitiesdatain regard to: available classroom space,
adaptability of available classroomsto changein curriculum,
available space for outdoor activities, available space for
special services;

0] Textbooks, equipment, and supplies datain regard to present
inventory and the amount of these items needed to support the
educational program; and

0] Special servicesin support of educational programs such as:
pupil transportation, health services, food services, etc.

Cost Estimates

(N Policy changes of the board of education that may influence
educational costs (Each policy change should be evaluated in regard to
estimated additional cost.);

2 Amount of contracted obligationsfor: certificated personnel, non-

certificated personnel, transportation services, school food services,
architectural services, building construction, debt service, and
paymentsto other districts; and

24 July 1, 1997



SECTION: BUDGETING

MISSOURI FINANCIAL ACCOUNTING MANUAL

SUBJECT: THE SCHOOL BUDGET

PROCEDURE NO: BUD-201
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3 Estimated amounts required to meet costs of departmental budgets,
desired additional services, normal increase in cost of established
programs, equipment, supplies, and operation and maintenance of the
school plant.

Available Revenue

Estimates of available revenue should be based upon the past experiences of the
district. Thefollowing sources of revenue should be carefully evaluated and
consideration given to the balances carried forward from the previous year. (See
PROCEDURE NO: CDE-405, Revenue Object Code Descriptions.)

(N Local sources
€) Current taxes;
(b) Delinquent taxes;
(c) School District Trust Fund (Proposition C);
(d) Intangible Taxes (Financial |nstitution Taxes);
(e) M & M Surcharge;
® InLieuof Tax; and
(9) All other sources of local revenue.

2 County Sources

a)
(b)

(©
(d)

Fines, Forfeitures, Escheats, €etc.;
State Assessed Utility Tax;

Federal Properties (Forest, Mineral Lease, Flood Contral); and
All other sources of county revenue.

3 State Sources

@

(b)

Foundation Program including the Basic Formula,
Transportation Aid, Exceptional Pupil, Early Childhood Special
Education, Remedia Reading, Gifted Aid, Free and Reduced
Lunch/At-Risk, Educational Screening Program
Entitlements/PAT, Vocational/At-Risk (per Section 167.332,
RSMo), Career Ladder;

Foreign Insurance (Free Textbook);
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SECTION: BUDGETING

SUBJECT: THE SCHOOL BUDGET PROCEDURE NO: BUD-201

(c) Vocational Education, State (per Sections 178.480 - 178.530,

RSMo);
d) Food Service; and
(e) All other sources of state revenue (Fair Share [Cigarette Tax],

Handicapped Census, Excellence in Education [Incentive
Grants], Desegregation Aid, Video, Futures Program, various
grants).
4 Federal Sources
€) Vocational Education Aid;
(b) Title|-ESEA (formerly Chapter 1), Title VI-ESEA, Innovative
Education Program Strategies (formerly Chapter 2), TitlelI-
ESEA, Eisenhower/Professional Development, Title I V-ESEA,
Safe and Drug Free Schools and Communities;
(c) Individuals with Disahilities Act (IDEA);
(d) Impact Aid;
(e) School Food Services;
® Job Training Partnership Act (JTPA);
(9) Adult Basic Education; and
(h) All other sources of federal revenue.
(5 Non-Current Sources
€) Receipts from Sale of Bonds;

(b) Sale of School Buses;

(c) Sale of Other Properties; and

(d) All other sources of non-current revenue.
3. Sources of Information
a Within the School System

(N Certificated personnel of the district;

2 Non-certificated personnel of the district;

School Finance 26 Jduly 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: BUDGETING

SUBJECT: THE SCHOOL BUDGET PROCEDURE NO: BUD-201

3 Pupils of the district;

4 Pupil accounting records of the school;

(5 Financial accounting records of the school; and

(6) Members of the board of education.
b. Outside the School System

(N County Officials-assessor, collector, treasurer, and clerk;

2 Patrons of the district;

3 Current literature;

4 Information from other school districts of similar size;

(5 District’s Independent Auditor; and

(6) Department of Elementary and Secondary Education.

4. Classification and Use of Information

Asinformation is assembled, it should be arranged in alogical order which will clearly
present the educational needs of the students of the district, the educational objectivesto
be attained through the budget period, the estimated costs of attaining the stated
objectives, and the methods by which the needed money will be obtained.
A great deal of time should be spent in determining the long-term educational goals of the
district. These goals should reflect the thinking of awide segment of the community and
be adopted by the board of education. From the adopted goals, the educational
objectives for the budget period should be determined. These objectives should be
determined by the most pressing educational needs of the studentsinvolved in the

educational process and should be both realistic and attainable.

Goals and objectives should be developed and adopted in order that budget preparation
may proceed along a monthly time schedule similar to the following:

a February - Preliminary budget estimates of revenues and expenditures should be
prepared and distributed to members of the board of education.

b. March - Preliminary budget hearing should be held by the board. Revisions of

preliminary budget, based upon recommendations of the board of education,
should be made following the February meeting.
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C.
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C. April - Revisions of the preliminary budget should be approved by the board of
education. Thetentativetax levy for the next school year should be determined.
(However, inlight of the significant legislation in 1995 and anticipated future
legislation regarding changes in assessed val uation of property as aresult of
reassessment and the implications for tax levies, the board of education should
cautiously and car efully approach staff salary and personnel increases at this
time of theyear. Significant changes through May of any legislative session
may alter funding available to school districts. The board of education would
not want to extend itself beyond what it is capable of funding from local and
state sources.)

d. May and June - The June Core Data Collection Cycle and end-of-year reports
should be prepared. |If at all possible, budget approval should occur prior to the
beginning of the subsequent fiscal year.

e June - Final balances should be determined and the budget may be adjusted
accordingly. The board of education should approvethelevy. Thetentative
budget should formally be adopted by the board of education.

f. July - The statutory and constitutional compliance checksfor the district's tax
rate ceiling for operations and the establishment of the debt service levy need to
be completed and filed with the County Clerk(s) and State Auditor's Office. The
Proposition C rollback should be calculated from the tax rate ceiling after any
voluntary rollback to determine the adjusted tax rate to submit to the County
Clerk(s).

g. August - The Board should authorize the preparation of Estimate of Required
Local Taxes (Form No. 3-660-160). When completed, this form should be
forwarded to the County Clerk(s) NO LATER THAN SEPTEMBER 1. The
August Core Data Collection Cycle should be filed with the Department of
Elementary and Secondary Education. The Annual Secretary of the Board
Report should by filed by August 15 with the School Finance Section.

Budget Presentation, Adoption, and Changes

1

Presentation

The preliminary draft of the budget presented to the board in February should contain
justification for items presented.

Thisjustification should be thoroughly discussed and understood by board members.
Each plan (educational, spending, and financing) should be discussed by the board and
each should have a consensus of opinion in favor of acceptance or suggested changes.

All changes agreed to by the board should be incorporated in the final budget. Thefinal
budget document should be in the hands of the board members well in advance of the
June meeting thus enabling the members to eval uate the changes and become familiar with
the document prior to adoption.
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2. Adoption of the Budget

All documents, resolutions, special motions, etc., required of the board of education in the
approval process should be presented in draft form. These documents should include
resolutions of approval for the tax levy and the budget, motions concerning the levy
election, and other data pertinent to the needs of each particular school district.

The adoption of the budget should be done, if possible, at the first meeting of the board
of education prior to the beginning of afiscal year. Expendituresof a school district are
governed by the budget approved by the board of education; and, until a new budget is
approved, the budget approved for the preceding fiscal year will regulatethedigtrict's
business activities. When all members of the board of education have had an opportunity
to examine the proposed final budget and have had their questions satisfactorily
answered, aformal motion should be made, recorded in the minutes of the meeting, and
voted upon. A majority of the board voting to adopt the budget indicates aformal
approval and acceptance of the budget. After acceptance by the board of education,
provisions of the new budget will be a controlling factor in the business operations of the
school district.

3. Budget Changes

It isthe responsibility of the budget officer (usually the superintendent of schools but in
larger districts another school official may be appointed by the board of education) to
monitor the business affairs of the district and, when necessary, recommend budgetary
changes through the administrative chain of command to the board for action. Adoption
of abudget change should proceed through the board meeting in a manner similar to that
for the budget adoption. All motions for change and the vote upon the motions must be
recorded in the official minutes of the meeting. When changes are officially adopted by
the board of education, they become effective immediately and must be adhered to in the
business operations of the school district.

State law (Chapter 67, RSM o) requiresthat a budget amendment shall be made (stating
reasonsin the board minutes) prior to actual expendituresfor a given fund(s) exceeding
the officially approved budget for that fund(s).

The Department of Elementary and Secondary Education recommends that budget
amendments be made if it becomes apparent that second level (2nd digit) expenditure
functions or second level (3rd digit) revenue objects will be exceeded. Local boards of
education may develop policies concerning formal action on budget amendments at the
third or fourth level or by campus aslocal option.
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MODEL Rl
SCHOOL DISTRICT

19 - SCHOOL BUDGET

This budget approved by action of the Model R-I1 School Board of Education on (DATE).

BOARD OF EDUCATION

President (signature) , President
Vice President

Member

Member

Member

Member

Member

Superintendent
Secretary (signature) , Secretary
Treasurer (signature) , Treasurer
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NOTE

Thisisamodel budget. It containsall of the required componentslisted in Section 67.010, RSMo, that should be
included in the district budget document. The presentation and year-to-year comparison of datain thismodel isa
suggested format and not necessarily the only way to meet the statutory requirement. The method of comparing
estimated budget year revenues and expenditures to the preceding two years may vary from district to district. An
individual district may have more or lessfunction/program codes depending on the scope of its programs. The detail
needed for allocation of expendituresto building sites, departments, projects, or individual classrooms may be more
extensivein thelocal district's budget than outlined in this model.

This model budget has the function/program codes displayed or arranged in the order expected on Part [11-
Expenditures of the Annual Secretary of the Board Report (ASBR), not in numerical function/program code order.
Thiswas intentionally done in order to draw attention to those function/program codes that would be included in the
reporting format of the ASBR.

Section 160.522, RSMo, as further defined in State Rule 5 CSR 30-4.040 requires specific public reporting of
information by school districts and includes the reporting of current expenditures per pupil per building. Whilethere

is no requirement for adistrict to set the district budget up to specifically address this new reporting requirement, it
may be helpful to the district to do so to avoid massive year-end hand calculations.

BUDGET MESSAGE

Outline

Since the budget message is so unique to each and every district, this outline indicates some of the itemsto address
in the budget message.

A. Method of budget development and personnel involved.

B. Organization, pupil numbers and changes from prior year(s).

C. Elementary program features and changes.

D. High school program features and changes.

E Staff deployment and changes.

F. Major changes in revenue and expense from the preceding year(s). Reasonsfor changes.

G Basis for making revenue estimates and reference to appendices for schedules and calculations.
H. Discussion of any contingent liability (if any) not covered in expenditure budget.
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GENERAL SUMMARY

Assessed Valuation - Budget Y ear Unadjusted Tax Rate: (After voluntary Adjusted Tax Rate: (After Prop C rollback)

Real Estate Residential General (Incidental) General (Incidental)
Real Estate - Agricultural Special Revenue (Teachers) Special Revenue (Teachers)
Real Estate - Commercial Debt Service Debt Service

rollback, before Prop C rollback)

Capital Projects Capital Projects

TOTAL TOTAL $U.UU TOTAL
Assessed Valuation ? 100 x $A.AA = Theoretical Current Tax Yield (at 100% collection)
Theoretical Yield x (.YY) [Assessor’s/Collector’'s FeessCommissionsrate] = Assessor's/Collector's Fees/Commissions
Theoretical Yield x (.ZZ) [100% minus % based on 3 year history of Actual Current Taxes ? Theoretical Current Tax Yield] = Estimated Uncollectible Taxes
Current Tax Revenue Estimate (Revenue Code 5111) = Theoretical Yield- (Fees’Commissions + Uncollectible Taxes)
Special
General Revenue Debt Capital
(Incidental) (Teachers) Service Projects
3111 Projected Beginning Balances, July 1, Budget Y ear
5899 Projected Revenues
5999 Projected Revenues and Balances
9999 Projected Expenditures
6710 Projected Transfer(s) From (minus) **
5510 Projected Transfer(s) To (plus) **
3112 Projected Ending Balances, June 30, Budget Y ear
3412 Projected Restricted Fund Balance, June 30, Budget Y ear
** See "Expanded Transfer Detail" on next page.
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Budget Transfer Summary Detail - (Expansion of “ Transfer From” and “ Transfer To” Lines)

6710 Transfer From:

001 Textbook Fund Balance

002 "Zero" Teachers Fund Balance

003 Debt Service Balance

004 Transportation Calculated Cost
005 AreaVocational-Technical Schools
006 Grant Match (Detail separately)
007 Energy Conservation Loans

008 Food Services

009 Student Activities

010 Revenue (.18)

011 Revenue (.06)

012 Capital Projects Fund Interest

013 Unspent Bond Proceeds

6710 TOTAL TRANSFER FROM FUNDS

5510 Transfer To:

101 Textbook Fund Balance

102 "Zero" Teachers Fund Balance

103 Debt Service Balance

104 Transportation Calculated Cost
105 AreaVocational-Technical Schools
106 Grant Match (Detail Separately)
107 Energy Conservation Loans

108 Food Services

109 Student Activities

110 Revenue(.18)

111 Revenue (.06)

112 Capital Projects Fund Interest

113 Unspent Bond Proceeds

5510 TOTAL TRANSFER TO FUNDS

General
(Incidental)

Kokokok ok ok ok ok ok ok

KRk kKKK K KKK

kkkkkkkkkkk

kkkkkkhhkk
kkkkkkkkkk
hhkkkkkkkkk
khkk KKK KKK
kkkkkkhhkk
kkkkkkkkkk
hhkkkkkkkkk
khkkKKKKKK
kkkkkkhhkk
kkkkkkkkkk
hhkkkkkkkkk
khkkKKKKKK
kkkkkkhhkk

kkkkkkkkkk

Special
Revenue

(Teachers)

Kk kkkkkk Kk
Kk kkkkkkkk
Kok kkokkkokkk
Kk KKK KKK KK
Kk kkkkkhKkk
Kk kkkkkkkk
Kok kkokkkokkk
Kk KKK KKK KK
Kk kkkkkKh Kk
Kk kkkkkkkk
Kok kkokkkokkk
Kk KKK KKK KK
Kk kkkkkKh Kk

Kk kkkkkkkk

Kok kkkkkkkkk
KkkKkK KKK KKK
Kk kkkkkkkk Kk
kokkkkkkkkkk
Kok kkkkkkkkk
KkkKkK KKK KKK
Kk kkkkkkkk Kk
kokkkkkkkkkk
Kok kkkkkkkkk
KkkKkK KKK KKK

Kk kkkkkkkk Kk

NOTE: “6710 Tota Transfer From” for all funds must equal “5510 Total Transfer To” for all funds.

Debt Service

kkkkkkkhk*k

kkkkkkkkkk

kkkk KKK KKK
kkkkkkkhk*k
kkkkkkkkkk
kkkkkkokokkk
kkkk KKK KKK
kkkkkkkhk*k
kkkkkkkkkk
kkkkkkokokkk
kkkk KKK KKK

kkkkkkkhk*k

kkkkkkkhkKk
kkkkkkkkkk
kkkkkkkokkk
kkkk KKK KKK
kkkkkkkhkKk
kkkkkkkkkk
kkkkkkkokkk
kkkk KKK KKK
kkkkkkkhkKk
kkkkkkkkkk
kkkkkkkokkk

kkkk KKK KKK

Capital Projects

kkkkkkkhk*k
kkkkkkkkkk
kkkkkkokokkk
kkkk KKK KKK
kkkkkkkhk*k
kkkkkkkkkk
kkkkkkokokkk
kkkk KKK KKK
kkkkkkkhk*k
kkkkkkkkkk

kkkkkkokokkk

kkkkkkkhk*k

kkkkkkkkkk

kkkkkkkhkKk

Total



SECTION: BUDGETING

SUBJECT: MODEL BUDGET

MISSOURI FINANCIAL ACCOUNTING MANUAL

PROCEDURE NO: BUD-202

REVENUE SCHEDULE M
Projected Revenues for Next Y ear
Actual Estimated Special
Revenues Revenues General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
Local Revenue:
5111 Current Taxes
5112 Delinquent Taxes
5113 School District Trust Fund (Prop. C)
5114 Intangible Taxes
5115 M and M Surcharge
5116 InLieu of Tax
5117 City Sales Tax
5121 Regular Day School Tuition
5123 Tuition - Post Secondary
5131 Transportation Fees from Patrons
5140 Earnings on Investments
5150 Food Service - Pupils
5161 Salesto Adults
5165 Food Service - Non-Program
5170 Enterprise Sources (Student Activities)
5180 Community Services
5190 Other Revenue from Local Sources
5199 Local Revenue - Subtotal
County Revenue:
5211 Fines, Forfeitures, Escheats, Overplus
5221 State Assessed Utility Tax
5231 Federal Properties
5234 Other County Revenue
5299 County Revenue - Subtotal
State Revenue:
5311 Basic Formula
5312 Transportation
5313 Exceptional Pupil
5314 Early Childhood (3 & 4 Y ear Old) Spec. Ed.
5315 Remedial Reading
5316 Gifted
5317 Career Ladder
5318 Free and Reduced Lunch /At-Risk
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REVENUE SCHEDULE M
Projected Revenues for Next Y ear
Estimated Special
Revenues General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
State Revenue (continued):
5322 Vocational/At-Risk
5324 Educational and Screening Program/PAT
5331 Foreign Insurance (Free Textbook)
5332 Vocational/Technical
5333 Food Service - State
5334 Fair Share (Cigarette Tax)
5335 Desegregation Aid
5336 Excellencein Education Act
5337 Adult Basic Education (ABE) - State
5338 Adult Basic Education Literacy Grant
5351 Handicapped Census
5352 Video Tax - State
5353 Job Development/Customized Training
5354 Futures Program, Job Development, ABE
5355 Futures Program, Job Development, Early Childhood/PAT
5356 Futures Program, Job Development, Job Training
5357 Summer Child Care
5358 Safe Schools Initiative Grant
5359 Vocational-Technical Ed Enhancement Grant
5361 New Schools Pilot Project Grant
5362 A+ Schools Grant
5363 Incentives to Reduce Pupil/Teacher Ratio
5364 Grants for School Technology
5365 Success L eads to Success Grants
5366 MO Department of Natural Resources Energy Loans
5367 MO School Age Children's Health Services Grant
5368 Extended Day Child Care Grant
5369 Residential Placement/Excess Cost
5371 Readers for the Blind
5372 State Emergency Management Agency (SEMA) Funds
5373 MO Department of Conservation Landscape Grant
5374 Educare Grant
5376 Select Teachers as Regional Resource (STARR)
5377 MO Department of Natural Resources (DNR) Energy Grant
5378 Foreign Language Support Services Grant
5379 English as a Second L anguage Support Services Grant
5399 State Revenue - Subtotal
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REVENUE SCHEDULE M
Projected Revenues for Next Y ear
Estimated Special
Revenues General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund

Federal Revenue:
5411 Impact Aid
5412 Medicaid
5413-18  Other Unrestricted Federal Revenue
5421-31  Vocational
5435 JTPA
5436 Adult Basic Education
5441 Individualswith Disabilities Act (IDEA)
5442 Early Childhood Special Education
5445-49  Food Service
5451-54 Titlel- ESEA
5455 TitleVI- ESEA
5456-58  Goals 2000
5460-98  Other Federal Restricted, Through the State
5499 Federal Revenue - Subtotal

Non-Current Revenue
5610 Sale of Bonds
5630 Insurance
5640 Sale of School Buses
5650 Sale of Other Property
5690 Other Non-Current Revenue
5699 Non-Current Revenue - Subtotal

Received from Other LEAS:
5810 Tuition from Other LEAs
5820 AreaVocational School Feesfrom Other LEAS
5830 Contracted Educational Servicesfrom Other LEAs
5840 Transportation Amounts Received from Other LEAS
5898 From Other LEAs- Subtotal
5899 TOTAL REVENUES
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SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE *

Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
1110-20  Elementary
6110 Certificated Teacher Salaries
6120 Certificated - Part-time
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation | nsurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6410 General Supplies
6420 Free Textbooks
6430 Regular Textbooks
6541 Regular Equipment
6542 Equipment-Classroom Instructional Apparatus
TOTAL
1130-40  Middle/Junior High
6110 Certificated Teacher Salaries
6120 Certificated - Part-time
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation I nsurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6410 General Supplies
6420 Free Textbooks
6430 Regular Textbooks
6541 Regular Equipment
6542 Equipment-Classroom Instructional Apparatus
TOTAL

EXPENDITURE SCHEDULE
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MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
1150-80  High School
6110 Certificated Teacher Salaries
6120 Certificated - Part-time
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation Insurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6410 General Supplies
71 Language Arts
72 Mathematics
.73 Science
74 Social Studies
75 Instrumental Music
.76 Vocal Music
77 Art
.78 Business
79 Home Economics
.80 Industrial Arts
.81 Physical Education/Health
.82 Foreign Language
.83 Vocational Agriculture
6420 Free Textbooks
6430 Regular Textbooks
6541 Regular Equipment
6542 Equipment-Classroom Instructional Apparatus
6551 Vehicles
TOTAL
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SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE *

Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
1191 Summer School (Regular)

6120 Certificated - Part-time

6221 Non-Teacher Retirement

6231 OASDI

6232 Medicare

6241 Employee Insurance

6261 Worker’'s Compensation I nsurance

6271 Unemployment Compensation

6316 Data Processing Services

6343 Travel

6410 General Supplies

6420 Free Textbooks

6430 Regular Textbooks

6541 Regular Equipment

6542 Equipment-Classroom Instructional Apparatus

TOTAL
1192 Juvenile Program

6110 Certificated Teacher Salaries

6120 Certificated - Part-time

6211 Teachers' Retirement

6221 Non-Teacher Retirement

6231 OASDI

6232 Medicare

6241 Employee Insurance

6261 Worker’'s Compensation Insurance

6271 Unemployment Compensation

6316 Data Processing Services

6343 Travel

6410 General Supplies

6420 Free Textbooks

6430 Regular Textbooks

6541 Regular Equipment

6542 Equipment-Classroom Instructional Apparatus

TOTAL
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SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE M
Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
1200 Specia Programs
6110 Certificated Teacher Salaries
6111.41 Salary Ind/Disabil Ed Act
6120 Certificated - Part-time
6151 Classified Salaries (Teacher Aides)
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation I nsurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6410 General Supplies
6420 Free Textbooks
6430 Regular Textbooks
6541 Regular Equipment
6542 Equipment-Classroom Instructional Apparatus
TOTAL
1250 Culturally Different (Compensatory Educ.)
6110 Certificated Teacher Salaries
6120 Certificated - Part-time
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation Insurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6410 General Supplies
6420 Free Textbooks
6430 Regular Textbooks
6541 Regular Equipment
6542 Equipment-Classroom Instructional Apparatus
TOTAL
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MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE *

Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
1300 Vocational Programs
6110 Certificated Teacher Salaries
6120 Certificated - Part-time
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation Insurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6410 General Supplies
6420 Free Textbooks
6430 Regular Textbooks
6541 Regular Equipment
6542 Equipment-Classroom Instructional Apparatus
TOTAL
1400 Student Activities (Fund 60x)
6410 General Supplies
TOTAL
1900 Payment to Other Districts
1910 6311 Tuition
1920 6311 Vocational School Fees
1930 6311 Tuition - Severely Handicapped
1940 6311 Contracted Educational Services
TOTAL
1999 TOTAL INSTRUCTION (K-12 ONLY)
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MISSOURI FINANCIAL ACCOUNTING MANUAL
SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE M
Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
2110 Attendance and Social Work Services
6111 Attendance Salary-Full-time
6211 Teachers' Retirement
6241 Employee Insurance
6343 Travel
6410 General Supplies
6541 Regular Equipment
TOTAL
2120 Guidance Services
6111 Guidance Salary-Full-time
6211 Teachers' Retirement
6241 Employee Insurance
6343 Travel
6410 General Supplies
6541 Regular Equipment
TOTAL
2130 Health Services
6151 Classified Salaries (Health Salaries)
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6343 Travel
6410 General Supplies
6541 Regular Equipment
TOTAL
2210 Improvement of Instruction Services
6111 Curriculum Supvrs. Salary-Full-time
6211 Teachers' Retirement
6241 Employee Insurance
6319 Support Staff Training Services
6343 Travel
6410 General Supplies
6541 Regular Equipment
TOTAL
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE M
Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
2214 Professional Development

6131 Supplemental Pay

6231 OASDI

6232 Medicare

6343 Travel

6410 General Supplies

6500 Capital Outlay

TOTAL

2220-90  Educational Media Services

6111 Librarian Salary-Full-time

6151 Library Aides

6211 Teachers' Retirement

6221 Non-Teacher Retirement

6231 OASDI

6232 Medicare

6241 Employee Insurance

6261 Worker’'s Compensation Insurance

6271 Unemployment Compensation

6343 Travel

6410 General Supplies

6441 Library Books

6441.55 Books- Title VI (Federal)

6451 Periodicals and Inst/Resource Materials

6541 Regular Equipment

6541.55 Regular Equipment, Title VI (Federal)
TOTAL

2310 Board of Education Services

6315 Audit Services

6317 Legal Services

6318 Election Services

6343 Travel

6352 Liability Insurance

6353 Fidelity Bond Premium

6362 Advertising

6371 Dues and Memberships

6410 General Supplies
TOTAL
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE *

Projected Expendituresfor Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
2320 Executive Administration Services
6111 Superintendent Salary
6151 Secretary Salary
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation I nsurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6352 Liability Insurance
6361 Postage
6410 General Supplies
6541 Regular Equipment
TOTAL
2400 Support Services- School Administration
6111 Principal Salary
6151 Secretary Salary
6211 Teachers' Retirement
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’'s Compensation I nsurance
6271 Unemployment Compensation
6316 Data Processing Services
6343 Travel
6352 Liability Insurance
6410 General Supplies
6541 Regular Equipment
TOTAL
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE *

Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
2540 Operation and Maintenance of Plant Services
6151 Custodian Salary
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6251 Employee Insurance
6261 Worker’'s Compensation I nsurance
6271 Unemployment Compensation
6332 Repairs and Maintenance
6333 Rentals - Land and Buildings
6335 Water and Sewer
6351 Property Insurance
6361 Communication - Telephone
6410 General Supplies
6481 Electric
6482 Gas- Natural
6541 Regular Equipment
6591 Other Capital Outlay
TOTAL
2551 Contracted Pupil Transportation Services
6111 Certificated Salary
6200 Employee Benefits
6341 Contracted Pupil Transportation
TOTAL
2552 District Operated Pupil Transportation Services
6151 Driver Salary
6231 OASDI
6232 Medicare
6332 Repairs and Maintenance
6341 Contracted Pupil Transportation
6351 Property Insurance
6410 General Supplies
6552 Pupil Transportation Vehicles (School Buses)
TOTAL
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE

Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
2553 Handicapped Transportation Services
6111 Certificated Salary
6200 Employee Benefits
6341 Contracted Pupil Transportation
TOTAL
2554 District Operated Handicapped Transportation Services
6151 Driver Salary
6231 OASDI
6232 Medicare
6332 Repairs and Maintenance
6341 Contracted Pupil Transportation
6351 Property Insurance
6410 General Supplies
6552 Pupil Transportation V ehicles (School Buses)
TOTAL
2555 Payments to Other Districts for Transportation
6341 Contracted Transportation
TOTAL
2560 Food Services
6151 Cooks Salary
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’s Compensation Insurance
6271 Unemployment Compensation
6343 Travel
6410 General Supplies
6470 Food
6541 Regular Equipment
TOTAL
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

EXPENDITURE SCHEDULE *

Projected Expenditures for Next Y ear

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
2569 Other Food Services-Title|
6151 Cooks Salary
6221 Non-Teacher Retirement
6231 OASDI
6232 Medicare
6241 Employee Insurance
6261 Worker’s Compensation | nsurance
6271 Unemployment Compensation
6343 Travel
6410 General Supplies
6470 Food
6541 Regular Equipment
TOTAL
2510 Business Support Services
6100 Salaries
6200 Employee Benefits
6300 Purchased Services
6400 Supplies
6500 Capital Outlay
TOTAL
2998 TOTAL SUPPORT SERVICES
2999 TOTAL INSTRUCTION AND SUPPORT
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET

PROCEDURE NO: BUD-202

Actual

Expenditures

Prior Y ear/Fund

TOT GEN SR DS CP

EXPENDITURE SCHEDULE

Estimated
Expenditures

Current Y ear/Fund
TOT GEN SR DS

CP Total

Projected Expenditures for Next Y ear

Special
General Revenue Debt
(Incidental) (Teachers) Service
Fund Fund Fund

Capital
Projects
Fund

4000

5000

1610

1660

3000

9999

Facilities Acquisition and Construction Services

6500

Capital Outlay
TOTAL

Long and Short Term Debt

6610
6620
6630

Principal

Interest

Other (paying agent fees, etc.)
TOTAL

Adult/Continuing Basic Education Programs

6100
6200
6300
6400
6500

Salaries

Employee Benefits
Purchased Services
Supplies

Capital Outlay
TOTAL

Adult and Community Continuing Education

6100
6200
6300
6400
6500

Salaries

Employee Benefits
Purchased Services
Supplies

Capital Outlay
TOTAL

Community Services

6100
6200
6300
6400
6500

Salaries

Employee Benefits
Purchased Services
Supplies

Capital Outlay
TOTAL

GRAND TOTAL EXPENDITURES
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET

PROCEDURE NO: BUD-202

REVENUE AND EXPENDITURE SCHEDULE

Projected for Next Year

Actual Estimated Special
Expenditures Expenditures General Revenue Debt Capital
Prior Y ear/Fund Current Y ear/Fund (Incidental) (Teachers) Service Projects
TOT GEN SR DS CP TOT GEN SR DS CP Total Fund Fund Fund Fund
Revenues

5100 Local

5200 County

5300 State

5400 Federal

5600 Non-Current Revenue

5800 Received from Other LEASs

5899 GRAND TOTAL REVENUES

Expenditures

1100 Regular Programs

1191 Summer School (Regular)

1192 Juvenile Program

1200 Specia Programs

1250 Culturally Different (Compensatory Education)

1300 Vocational Programs

1400 Student Activities

1900 Paymentsto Other Districts

1999 TOTAL INSTRUCTION (K-12 ONLY)

2100 Support Services- Pupils

2200 Support Services- Instructional Staff

2310 Board of Education Services

2320 Executive Administration Services

2400 Support Services- School Administration

2540 Operation and Maintenance of Plant Services

2550 Pupil Transportation

2560 Food Services

2998 TOTAL SUPPORT SERVICES

4000 Facilities Acquisition and Construction Services

5000 Long and Short Term Debt

1610 Adult/Continuing Basic Education Programs

1660 Adult and Community Continuing Education

3000 Community Services

9998 TOTAL NON-INSTRUCTION AND SUPPORT

9999 GRAND TOTAL EXPENDITURES
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

SUMMARY OF FOOD SERVICE
(Not Required by Chapter 67, RSM0)

Actual Estimated Projected
Prior Year Current Year Next Y ear

Opening Balance July 1, 19X X

Revenues:

Local
State Aid
Federal Aid

Total

Expenditures

Salaries

Non-Teacher Retirement System
OASDI

Medicare

Health Insurance

Travel

Supplies - Non-Food

Supplies - Food

Equipment

Total

Final Total
(Revenues - Expenditures)

Closing Balance June 30, 19X X
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SECTION: BUDGETING

SUBJECT: MODEL BUDGET PROCEDURE NO: BUD-202

SUMMARY OF TRANSPORTATION COST
(Not Required by Chapter 67, RSM0)

Actual Estimated Projected
Prior Year Current Year Next Y ear
Revenues
State Payment
Other
Total
Expenditures
Sdaries
OASDI
Medicare
Repairs and Maintenance
Insurance
Supplies (gas & oil)
Worker’'s Compensation
Unemployment
Capital Outlay
Total
Difference
GASOLINE PURCHASED - Actual Prior Year GASPURCHASED - Current Y ear
Month Gdlons Price  Cost Gdlons Price  Cost
AUG
SEP
OCT
NOV
DEC
JAN
FEB
MAR
APR
MAY
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SUBJECT: MODEL BUDGET

MISSOURI FINANCIAL ACCOUNTING MANUAL

PROCEDURE NO: BUD-202

Sample of
Student Activities

Expend.

.61 Classof 1997
.62 Classof 1998
.63 Classof 1999
.64 Class of 2000
.65 Class of 2001
.66 Class of 2002

.67 Student Council

.68 Art Club

.69 Debate Club
.70 DramaClub
.71 FBLA

.72 FHA

.73 FFA

.74 Pep Club

.75 Cheerleaders
.76 Publications
.77 Yearbook
.78 Football

.79 Cross Country
.80 Baskethall
.81 Wrestling
.82 Basehall

.83 Golf

.84 Track

Total

School Finance
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Actual Prior Year

(Not Required by Chapter 67, RSM0)

Revenue

Estimated Current Y ear

Expend.
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SECTION: BUDGETING

SUBJECT: BUDGET RESPONSBILITIES PROCEDURE NO: BUD-203

Budget Responsihilities

Each palitical subdivision of this state must prepare an annual budget, and the gover ning body of each
subdivision must appoint a budget officer. Theserequirementsare established by Sections67.010 and
67.020, RSMo.

For many years, it has been the general practice among local boards of education to assign the tasks of the
budget officer to the superintendent of schools. Recently, thereisatrend, particularly among the larger
districts, to appoint someone other than the superintendent to supervise the preparation and operation of
the budget. Local boards have agreat deal of freedom in the appointment to this position which has no
legal description insofar as education or experienceis concerned. School Board policies should define the
administrative chain of command for the budget officer giving due consideration to the superintendent as
the Chief Executive Officer.

The importance of abudget was apparently known by members of the General Assembly when Section
67.020, RSMo, was adopted because this statute directs that, "All officers and employees shall cooperate
with and provide to the budget officer such information and such records as he/she shall requirein
developing the budget."

Cooperation and involvement of all personnel within the framework of established policiesis very important
to the efficient preparation, adoption, and operation of a school district's budget. Itisimportant to the
budget officer that all necessary purchases be made to support the instructional program which, of course,
isvitally important to the classroom teacher who must have certain items or servicesto carry out the
assigned teaching tasks. Thus, the classroom teacher must be involved if the desired materials, etc., areto
be obtained in proper quantities. Itisimportant to the department head and the building principal who are
responsible for the functioning of a school or adepartment of aschool. Involvement in budget planningis
important to the persons responsible for building maintenance, pupil transportation, food services, and all
other activities or services for which the school district acceptsfull or partial responsibility.

Many people must be involved in gathering data but the budget officer must determine those requests
which merit priority attention when the budget document isfinally prepared for presentation to the board of
education.

Themembersof the board of education areresponsible for knowing how priorities wer e determined and
how each fitsinto the pattern to achieve the goals and objectives of thedistrict. Thisbody must assumethe
legal obligation of budget adoption.

When officially adopted by the board of education, the budget becomes one of the most important
documentsin aschool district. Again, many people must be involved to place into operation plans which
are contingent on the budget approval. The budget officer must check and approve requisitions, issue
purchase orders, check incoming shipments, apportion materials and supplies, and maintain accurate control
of the business affairs of the district. At regular intervals, the budget officer should report through the
superintendent to the board of education and all participating district personnel concerning the state of the
budget.

The budgeting cycle (preparation, adoption, implementation, operation, control, and evaluation) isa
continuous process. Preparation for the next fiscal year must be carried on while implementation, operation,
control, and evaluation of the budget for the current year are proceeding to completion.
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SECTION: BUDGETING

SUBJECT: BUDGET RESPONSBILITIES PROCEDURE NO: BUD-203

Responsibilities for the budgeting process will expand as school districts move from budgets of the object-
function type toward program budgeting. The program budget is much more detail ed than the budget most
familiar to school personnel and will require delegation of certain data-gathering and evaluation duties.

An approved budget becomes a public document and as such must be made readily available to the public.
The budget officer should provide for reasonable access to the budget by interested citizens of the school

district.
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SECTION: BUDGETING

SUBJECT: BUDGET REQUESTSAND CHANGES PROCEDURE NO: BUD-204
V. Budget Request Forms
A. The Detail Budget Request Forms should be prepared by the administrator that has the

responsibilities for controlling the expenditures at the detail level. The column headed "Budget
Request" isto be completed by the administrator responsible.

Upon completion of the Detail Budget Request Form, a Summary Budget Request should be
prepared from the Detail Budget Request. Both forms are submitted to the superintendent for the
superintendent’ sreview.

After the superintendent's review and approval, all Summary Budget Requests should be

consolidated into one Summary Budget Request for presentation to the Board of Education for its
review and adoption.
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SECTION: BUDGETING

SUBJECT: BUDGET REQUESTSAND CHANGES PROCEDURE NO: BUD-204

B. Budget Request Forms- Illustration:

SHOW ME SCHOOL DISTRICT
DETAIL BUDGET REQUEST, FISCAL YEAR19

Operational Unit

Fund
Actual Estimated
Previous Current Budget
Y ear Y ear Request
1100 Instruction
6100 Salaries
6111 Certificated Teacher Salaries

6121 Substitute Teacher Salaries
6122 Teacher Aides Salaries

6131 Certificated Supplemental Pay
6151 Classified Salaries

6200 Employee Benefits
6211 Teacher Retirement (District Match)
6221 Non-Teacher Retirement (District Match)
6231 OASDI (District Match)
6232 Medicare (District Match)
6241 Employee Insurance
6261 Worker's Compensation
6291 Other Employee Benefits

TOTAL PAYROLL COSTS

6300 Purchased Services
6334 Rentals

TOTAL PURCHASED SERVICES

6400 Suppliesand Materials
6411 General Supplies
6421 Free Textbooks

TOTAL SUPPLIESAND MATERIALS

6500 Capital Outlay
6521 Buildings
6541 Regular Equipment
6542 Classroom Instructional Apparatus

TOTAL CAPITAL OUTLAY

(form continues for other objects and functions as required)
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SECTION: BUDGETING

SUBJECT: BUDGET REQUESTSAND CHANGES PROCEDURE NO: BUD-204

C. Budget Changes

It is recommended that budget change requests be prepared in three parts by the organization
whose funds are affected.

Form Preparation
The budget change request form (see example on following page) should be completed as follows:

1 On the upper part of the form, enter a number using procedures indicated for the purchase
requisition, then indicate the name of the issuing organization, and the date of issue.

2. Compl ete the center of the form by:
a Entering the account number to be changed,
b. Entering the project source coding, if applicable;
C. Entering a description of the change;
d. Entering the amount of requested increase or decrease;
e Entering the current budget amount prior to the change;
f. Entering the revised budget amount obtained by adding the amount in item e to

theamount initem d;
g. Entering the current unencumbered balance prior to the change;
h. Entering the revised unencumbered balance after the change; and
i Entering ajustification for the change with reference to the program plan.
Distribution

It isrecommended that the budget change request be distributed as follows:

* Part 1 - Budget Section
* Part 2 - Accounting Office
* Part 3 - Organization Requesting Change
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SUBJECT: BUDGET REQUESTSAND CHANGES

PROCEDURE NO: BUD-204

BUDGET CHANGE REQUEST

Change Request No.
Operational Unit

Date Issued
(a) (b) (©) PROPOSED | CURRENT BUDGET AMOUNT (e) CURRENT UNENCUMBERED BALANCE ()
BUDGET
CHANGE (d) REVISED BUDGET AMOUNT (f) REVISED UNENCUMBERED BALANCE (h)
Fund Function| Object [Oper Unit | Source Description Increase
Decrease
1,000.00 (e) 0.00
116 1110 6411 402 00 Budget Amend - Supplies
200.00 1,200.00 (f) 200.00
500.00
116 0000 3111 000 00 Amend Budget
(200.00) 300.00
1,000.00 500.00
TOTAL 0.00 1,200.00 500.00

(1) REASON FOR REQUEST: Thisincreaseisrequired due to a 20% increase in enrollment. Anticipated 100 students in the program plan. Enrolled 120 students.

PREPARED BY

CENTRAL OFFICE APPROVAL BOARD OF EDUCATION APPROVAL

DATE
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SECTION: ACCOUNTING

SUBJECT: REPORTING SYSTEM /ACCOUNTING CONCEPTS PROCEDURE NO: ACT-301

I Reporting and Accounting Concepts

A.

School Finance

Genera Principles and Philosophy

Certain principles and philosophies have prevailed in the definition of the Financial Reporting
System described in thismanual. This section enumerates those principles, and this chapter serves
asageneral introduction to the accounts and reports covered in the manual.

The following principles dictate the approach to the Financial Reporting System and establish the
framework for the accounting and reporting system concepts.

1

Reporting Standards

Reporting standards required by the Department of Elementary and Secondary Education
will not call for the same level of detail as that necessary to manage alocal school district.
Theinclusion of alarge number of codesin this manual provides LEAs with local options
befitting their unique style of business management. These options are contained within
an overall mandatory framework which, when aggregated at the state level, will ensure
comparability. Reporting to building principals responsible for campus budgetsis
possible within this system. However, amore summarized basisis preferred for the
superintendent and school board; and further summarization occurs when this same data
is communicated to the patrons of the school district.

Each district must be awar e of therequirement in Section 160.522, RSM o, to provide for
public reporting of school district information beginning July 1, 1996 (for school year
1996-97). Theinformation required to bereported coversa broad range of topics
including average per pupil expenditures for the district asawhole and for each building
in thedistrict which has pupilsat the same grade level asancther buildingin the
district. Thiswill requireeach district to plan for theinclusion of an operational
unit/building extension code in order to define expendituresto the building level when
required. Seealso State Board Rule5 CSR 30-4.040.

Decision-Making Information

This principle recognizes that thereis a greater need for detailed information in the local
district than at the state or federal level as more decisions are made locally. Furthermore,
the information reported to the state and federal levels should bear some relationship to
the information necessary at the local level.

Decentralized Budgeting Capabilities

The reporting system should have the capability of providing a greater span of decision-
making responsibility and authority within the district. This manual and the accounts
structure make no attempt to require or mandate such decentralized decision-making, as
thisisaresponsibility of thelocal district. However, if the district desiresto involve
administrators, department heads, etc. in the responsibility for expense control, system
capabilities should exist to do so.
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The principle also recognizes the difference in content of decision-making information at
thelocal level and at the state and federal level. Thelevel of detail necessary to make
decisions or evaluate previous decisionsis naturally much more detailed within or
between departments within a school district than need be reported to the state.
Conversely, if all the details were reported to the state from all the school districts, the
volume of datawould be so overwhelming that it would be unnecessarily costly and may
actually obliterate "information"”.

For example, to provide budgetary control in areas such as salaries, the detail of substitute
salaries, premium pay, extra assignment compensation, etc. are needed at the local level.
Datain these categories would be relatively meaningless at the state level. Therefore, the
salary information is aggregated in only two (different) classifications for state reporting
purposes.

Modularity of Data

Asreporting is simply an accounting summation for alarge number of individual
transactions, it isimportant that each transaction have, within its account description,
adequate information that can be related to more than one activity.

For example, an audiovisual aid purchased for usein asocial sciences course at Stanley
Senior High, authorized under aTitle VI - ESEA (previously known as Chapter 2) project,
should carry al that information in the account defining that expenditure. Reporting can
then relate that expenditure either to all audiovisual aids, or to al expenditures for Stanley
High, or all expendituresfor the social science programs, or al Title VI - ESEA
expenditures or any combination thereof.

This principle aso honors the concept of classifying and recording data once and using
this data many times in many ways.

Standards of Uniformity

Any manual describing reporting standards bears some responsibility for the definitions
of the terms upon which the accounts are based. Too often, these terms (and the
accounting itself) are described in terms that accountants and central administrators
understand but may or may not relate to the operational activities these financial records
intend to portray.

This Accounting Manual attempts to describe every account within every dimension.
The definitions use educational terms as found in the various handbooks and defined by
program management people within the Department of Elementary and Secondary
Education.

Where these definitions are not meaningful (or are ambiguous), definitions will be
changed. Asthe operations and program characteristics of the educational enterprise
change, thisreporting system must change. The form and substance of the codes and
definitions within this manual will reflect those changes.
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Accounting Systems

The objectives of any accounting system are to relate revenues and expenditures for an
accounting period and the current financial status of the enterprise reported with a
reasonable amount of accuracy. The system established should also present fair and
comparable financial reports of all the districtsin the state.

Various systems of accounting are addressed in PROCEDURE NO: ACT-302, Accounting
Concepts/Definitions. The modified accrual methodology as stated is a compromise
between using a cash basis or full accrual basis of accounting. The account structure
presented does not pretend to be universally applicableto all cash, modified accrual or full
accrual accounting systems but appears to be workable for most school districtsin
Missouri.

Direct-Cost Reporting

With alarger number of accounts available, direct-cost reporting is more attainable, that
is, alarger number of individual expenditures can be wholly attributed to awider selection
of possible programs or activities.

Conversely, with some items such as salaries, reporting for the spectrum of activitiesto
which ateacher or support personnel may be assigned increases with the availability of
accounts.

Theintention isto prorate or allocate very few items (before reporting to the state). These
itemswill have well-defined rules to establish uniformity of application.

Cost allocations may be done either at the district or at the state level subsequent to
required reporting. These cost allocations will be done on avery simplified basis, either
on the basis of financial or statistical information reported about an organizational unit or
within the financial system itself.

The emphasis on direct-cost reporting accomplishes two things:

a Enables the post-report segregation of direct and indirect costs on a known
basis. Thisrequiresonly the determination of where agiven cost best fits once
and onetime only.

b. Reduces theinterdistrict variantsin reported costs. When one of multiple cost
allocation methods is used to distribute indirect costs and is reported as a
"program"” cost, costs may differ more in appearance than they actually doin
reality. By the same token, coststhat appear to be equal may bein reality be
very dissimilar.

Theintent isto minimize the commingling of cost accounting with this reporting system.

With the greater availability of more accurate unallocated and direct costs, the second
priority of single or multiple attributions to a program is made possible.
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8. Auditing Financial Information Reported

The account structure and reporting requirements are used for (1) local decision-making in
reporting, (2) the certified audit, (3) the annual financial report, and (4) other programmatic
information supplied to the Department of Elementary and Secondary Education.

All of these should be reported under the same basis. By revising the chart of accounts
and the reporting standards to more closely reflect the daily operations and the certified

audit of those operations, adjustments, as reflected by the audit, must be used to correct
any financial information reported to the state.

This Accounting Manual provides a better basis for integrating and consolidating
reporting requirements which, to be successful, will require controlled standards and
fewer arbitrary user reporting requests.

9. Fund Accounting and Balance Sheet Reporting

Although various accounts and funds are specified in the law, the law and the observed
practice do not necessarily coincide. By reevaluating the number of funds required and
reviewing the law for possible modifications, this Accounting Manual providesthe
capability of bringing visibility to these problem areas.

Use of general ledger accounts and the preparation of balance sheets for reporting by
fundsis encouraged for use as a management tool for analysis of the district's financial
condition by funds. Preferably, balance sheet preparation should not be a once-a-year job
done by the auditor certifying the accounting records.

10. Pragmatic Approach

This Accounting Manual recognizes that there are many sophisticated governmental
accounting techniques and refined approaches to educational financial information not
incorporated in this system.

Many other dimensions proposed by other authorities could have been included but
would have extended the record length, particularly in the expenditure area, to the point
where the cost exceeds the value.

This Accounting Manual reflects Missouri's experience with existing software and proven
techniquesin many of the districtsin the state. By extending these concepts and
incorporating them in the state reporting requirements, this manual has been designed to
maximize the information available and minimize the risks of substantial unnecessary
change.
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Accounting

1

Genera

This section provides an overview of the accounting principles and basis of accounting
for this Accounting Manual as described in the following section.

By presenting a summary of thisinformation in advance of the examination of the
expenditure, revenue and general ledger accounts, the knowledge of these guidelines will
help to establish a system philosophy applicable to this Accounting Manual.

Basis of Accounting

The“basis of accounting” refersto the point in time when revenues, expenditures or
expenses (as appropriate), and the related assets and liabilities are recognized in the
accounts and reported in the financial statements. The “basis of accounting” determines
the timing with which the accounting systems recognize transactions. School districtsin
Missouri typically operate under either the cash or modified accrual basis of accounting.

a Cash Accounting

The cash basis of accounting is the most elementary form of accounting and is
used typically by individuals, small businesses and school districts. Under the
cash basis, revenues are recorded when received and expenditures are recorded
when monies are paid.

The virtue of cash accounting isitssimplicity. Asaccounting is not performed
until monies are received or spent, the relationship of revenues and expenditures
to the accounting period in question is dependent on the actual flow of cash.
This system makes no provision for noncash transactions; therefore, accounting
reports in some cases provide inadequate information for control purposes and
analysis of financial condition of the entity.

b. Accrual Accounting

Accrual accounting is a system whereby revenues are recognized when earned
and expenditures are recognized in the period incurred, without regard to the time
of receipt or payment of cash. Thismethod of accounting allows a more accurate
evaluation of operations during agiven fiscal period.

The estimated revenues must be offset by an estimate of uncollectible
receivables. This system excludes depreciation of fixed assets, except
depreciation may be taken in memorandum form in the proprietary funds at the
discretion of the local education agency. Reimbursement requests or cost
analysis statements submitted to the Department of Elementary and Secondary
Education will exclude any depreciation charges except certain school food
service and transportation data.
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Accruals (adjustments to cash) can be made as they occur (daily) or at the end of
any accounting period such as weekly, monthly, quarterly, or annually.

Theterm "full accrual" is sometimes employed and can have one of two
meanings. Either an extensive number of categoriesin both revenues and
expenditures are accrued and/or this activity iscontinuous (daily) rather than
periodic.

Increasing the degree of complexity of financial reporting creates an associated
cost in the posting, recording, and balancing of more accounts. Full accrual is
typically used in enterprise and agency funds as a number of major itemsthat are
considered expensesin afull costing system (such as depreciation) need to be
recognized.

Modified Accrual Accounting

Modified accrual accounting falls between the cash basis and the full accrual
basis. In modified accrual accounting, most items of revenue and expenditures
may be handled on a"cash" basisfor daily processing and converted to an
accrual basis by periodic adjustments. The determination of how frequently the
adjustments will be made is avalue judgment that depends on the significance of
the items, the purposes for the accounting, the need to reflect the operations of
the enterprise and the associated cost and complexity of the system.

Since the resulting reports are produced at the end of an accounting period,
some adjustments can best be made as they happen (daily) and others only at
the end of the accounting period.

The primary need for any accounting system isto:

(N Properly match the revenues and expenditures of an accounting period.

2 Properly compare actual revenues to budgeted revenues of an
accounting period.

3 Properly compare actual expenditures to budgeted expenditures of an
accounting period.

Accrual Items and Recommended Timing

a

Daily Adjustments

Daily adjustments are primarily related to cash disbursements and cash receipts.
It is recommended these adjustments be made daily for the simple reason that it
is easier to maintain control of these adjustmentsif done continuously. No
additional work isinvolved in performing this activity as the transactions occur.
The major types of adjustments on adaily basisinclude the following:
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Investments

A purchase of investments requires a disbursement of cash. This
disbursement does not represent an expense of the organization but an
exchange of one asset (cash) for another asset (investment).
Redemption of the investment also does not represent income to the
organization but merely exchange of assets.

Inventory

A school district shall maintain an inventory system. The purchase of
inventory is an exchange of assets, and should not be expensed or
charged against the budget until it is shipped from the central
warehouse to the organization requisitioning the item.

If adistrict does not capitalize an inventory item, it should be expensed
at the time of purchase.

All districts with inventories will report an inventory asset value at year-
end. The asset value will be determined either by a perpetual inventory
system or by conducting a physical inventory.

The method chosen should remain consistent from year to year.

Cash Advances

Cash advances are disbursements in advance of the actual expenditure
and in themselves do not represent the expenditure. The expenditure
occurs when the actual pending of the cash advance takes place and it
isreported as an expenditure.

Encumbrances (issuance of purchase orders)

Encumbrances are contracts and other nonsalary commitments which

are evidenced by theissuance of apurchase order. (See PROCEDURE
NO: ACT-304, Encumbrance Accounting.)

End-of-Period Adjustments

Certain other accrual adjustments to record revenue and expenditure itemsinto
the proper accounting period are required. These adjustments are not done daily
but at the end of an accounting period.

The accounting period may be monthly for those it included in monthly
budgeted revenue and expenditure reports and annually for all others.
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(N Payrolls

Payroll periods typically do not coincide with accounting periods.
Therefore, at the end of the accounting period, some payroll expense
will have accrued. An adjustment isrequired to allocate the payroll cost
to the proper accounting period.

It isrecommended that payrolls be accrued monthly as payroll costs
amount to a substantial portion of any organization's budget. Payrolls
may be accrued on the basis of the daily pay rate. However, payrolls
shall be accrued at year-end. The size of the district isacriterion for
judging the periodicity of the adjustments. Additionally, the district
may need to accrue fringe benefits associated with the payroll.

Districts on a cash basis may accomplish the same result by writing
payroll checks for the tenth through the twelfth month on June 30.
Salary amounts earned but unpaid for the current fiscal year are
recorded as expenditures as of that date. Individual payroll checks
would then be distributed in the appropriate month. Cash flow and
compliance with other statutory expenditure requirements may force a
district to look carefully at how this procedure will impact the district.

2 Prepaids

Certain costs are sometimes paid in advance. Per the Governmental
Accounting Standards Board (GASB), expenditures for insurance and
other similar services extending over more than one accounting period
need not be allocated between or among accounting periods, but may
be accounted for as expendituresin the period of acquisition.

3 Receivables

The anticipated amount of current and delinquent property taxesto be
used to finance the budget of a particular fiscal period and the revenue
produced from these taxes should be recognized in the fiscal period for
which it waslevied. The revenue must be due and receivable within the
current period or expected to be collected soon enough thereafter to be
used to pay liabilities of the current period. Such time shall not exceed
60 days. If because of unusual circumstances, the factsjustify a period
greater than 60 days, the district should disclose the period being used
and the factsthat justify it (Per GASB).

The following revenues should not be accrued:

€) 5113- School District Trust Fund (Proposition C)
(b) 5211-  Fines, Escheats, Overplus

(c) 5311- Basic Formula
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(d) 5312-  Transportation

(e) 5313-  Exceptiona Pupil

) 5315 Remedial Reading

(9) 5316-  Gifted

(h) 5318  Free and Reduced Lunch/At-Risk

0] 5331-  Foreign Insurance Aid (Free Textbook)
0] 5334-  Fair Share (Cigarette Tax)

(K) 5335~ Desegregation Aid

Accounts Payable

Accounts payable represent items properly charged to the current
accounting period which have not been paid.

Reserve for Encumbrances

Thisaccount is used for items properly charged to the current
accounting period but which are not paid or recognized as accounts
payable as of the end of an accounting period.

Amountsin the reserve for encumbrance accounts mu st be supported
by commitments in the form of purchase orders or contracts specifying
theitems and quantities ordered. The amounts stated on the purchase
orders or contracts (not including requisitions) are expensed with a
debit to a quasi-expense account and a credit to reserve for
encumbrances. When subsequent payments for these items are made,
the reserve for encumbrances account is debited, encumbrance control
iscredited, actual expenditures are debited, and cash is credited.

This account must not be used to reserve funds (for budget) in an
accounting period for later expenditure.
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Period

A. Dally

B. Monthly

C. Annually

ACCRUAL ADJUSTMENTSBY PERIOD

Disbursement/Expenditure

?Disbursements for Investments

?Loss on Investments

?Purchase of Inventory

?Encumbrance of Requisitioned
Inventory

?Cash Advance Disbursement

?Travel Expense Against Advance

?Encumbrance of Purchase Orders

?Due to Other Governmental Units
(ashilled)

?Payroll

?Prepaid Expense
?Inventory Adjustment
?Accounts Payable

Receipt/Revenue

?Redemption of Investments

?Nontax Receivables due
from other governmental
units (as billed)

?Nontax Receivables

?Tax Receivable

?Bonds Authorized-Unissued
?Due from Other Funds

School Finance

?Due to Other Funds
?Reserve for Encumbrances

Expense Distribution or Allocation

In manual systems, there are necessarily asmall number of accounts, each of which have
relatively broad definitions. Little effort is put on detailed expense classification, and
considerably more effort is put on the reporting of these expenses. This effort increases
dramatically with new demands for cost by fund, function/program, object, location, or
whatever facet of the expenseis being reported.

Automated accounting systems typically have amuch larger number of accounts. Most
of the effort is placed on classification of expenditures within these accounts and
significantly less effort on reporting (computer does most of the work).

With alarger number of accounts, more of the expenditures are already differentiated for
the ultimate reporting purpose, and thereisless need for post-expenditure cost
alocations. However, the larger numbers of accounts themselves require more
expenditures to be prorated or subdivided before processing (greater appreciation of this
statement will develop with the reading of the subsequent chapters).

The principle to be emphasized in this Accounting Manual isthat with alarger number of
accounts costs can more readily be attributed directly to those accounts. By designing
the account structure to accommodate the report requirements, a closer relationship
between accounting and reporting is accomplished. Coststhat can be associated with
various programs (categories) and sources of reimbursement are so classified. Indirect
expenses, such as administration, operations and maintenance, and other supporting
services are to be reported for what they are. Except in the aggregate as percentages of
direct costs, no attempt is made to distribute these costs.

69 Change 3 - September 15, 1999



SECTION: ACCOUNTING

MISSOURI FINANCIAL ACCOUNTING MANUAL

SUBJECT: ACCOUNTING CONCEPTSAND DEFINITIONS PROCEDURE NO: ACT-302

School Finance

Thefollowing major cost areas will require distribution prior to reporting to the state:

a

Payroll Labor Distribution

Salaries represent a highly significant percentage of total dollars expended and in
many cases require distribution to various organizations, programs, financing
sources, and objects that can only be done by the people involved at the district
level.

For example, a secondary principal who teaches one or two courses, one of
which may be afederally funded reimbursable program, must have his salary
reported and distributed to school administration, the related subject matter area,
the reimbursable program, and the proper salary object. The total reported costs
for these program categories would therefore include histotal salary.

Employee Benefits

Employee benefits are required to be attributed to salaries related to various
activities.

Purchase Orders and Requisitions

Unless the goods are going into an inventory, goods and services can be
identified as to their ultimate expense distribution at the time of the order.
Detailed cost identification is therefore imputed to (recorded in) this system on
the same basis that will ultimately be aggregated (reported).

Standard Costs (Internal Operations)

There are several major categories of cost proration where it is necessary and
practicable to attribute costs to ultimate users (expense accounts or centers)
even though the costs to the district for such goods and services have been
commingled with other costs. This accounting technique requiresthe
establishment of a"price" to the user that will, in total for all users, reflect the
user's share of the total expense of the supporting activity. Theseinclude the
following categories:

(N Inventory - Maintenance of costs of each item subject to inventory will
provide a measure of expense attribution upon the issue of supplies and
materials from the inventory to the using expense center.

2 Printing (in-house) - This activity combines both direct material costs
and labor services that should be charged to the using expense center
asitsfair sharefor goods and services rendered.

3 Transportation - Nonreimbursabl e transportation, such as for student
activity and field trips, should be expensed to the applicable
instructional or student activity expense accounts by use of standard
mileage costs.
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system will allocate costs for direct servicesto instructional activities so
asto reflect these costs in the applicable programs (not administrative
support).

(5) Maintenance and Repair Services- Direct and indirect maintenance
costs should be charged to other programs such as typing instruction
for repair costs.

Conversely, non-maintenance activities (such as vocational instruction)
may incur costs that should be charged back to maintenance and
operation for material or services performed.

(6) Construction and Remodeling - Costs incurred by adistrict that result in
an addition to physical assets or a capital improvement must be charged
to capital expenditures. These costs, such asthose incurred by a
carpenter shop to construct built-in storage, should result in increasing
capital expenditures and reducing operating costs.

This summary serves only as an introduction to the accounting principles to cost
alocations and proration.

Refunds (Abatements) and Reversal of Revenue or Expenditure Transactions

a

Genera

Recording of refunds related to a previousrevenue or expenditure transaction
can be handled basically in two ways.

(N All refunds related to a previously recorded revenue should be posted
to an expenditure account (Refunds Issued) and all refundsrelated to a
previously recorded expenditure should be posted to a revenue account
(Refunds Received).

2 Adjusting (or reducing) previously recorded revenues or expenditures
as applicable.

Alternative one has the virtue of simplicity; however, it tends to increase both
revenues and expenditures and distorts program costs.

Alternative two requires alittle extraeffort but preserves the integrity of program
costs and does not have the disadvantages of alternative one.

Refunds of Current Y ear Revenue and Expenditure Transactions
Recording of adjustments that reflect current year's activity will be made by

reducing the associated revenue accounts (posted as a debit) or expenditure
accounts (posted as a credit).
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The net effect on reported totals of these accounts will therefore be the same as
if both transactions had never occurred. This method will accurately reflect
program revenues and expenditures. Theinitial transaction must be researched,;
but since this transaction occurred in the current year, the same chart of
accountsisin use, and the records should be readily available.

Refunds of Prior Y ear's Expenditures

Occasionally it may be necessary to record refunds relating to aprior year's
expenditure. Since the applicable fiscal year has passed, the entries cannot be
posted to offset expenditure accounts of that year and should not be allowed to
affect the current year's budgeted expenditures.

These refunds are, therefore, recognized as miscellaneous local revenue for the
current year, not as either areduction of any expenditure or a miscellaneous non-
current revenue.

Understatement of Prior Y ear's Expenditure

Handling of non-budgeted items due to understatement of fiscal year-end
payables requires the recording of the expenditure in the current year. This

situation should be rare and not involve significant amounts.

The recommended practice isto charge this year's applicabl e expenditure
accounts.
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Fund Accounting

A.

Fund Types and Account Groups

As defined by the Governmental Accounting Standards Board (GASB) statement of principle on
fund accounting systems, "Governmental accounting systems should be organized and operated
onafundbasis." A fundisanindependent fiscal and accounting entity with its own assets,
liabilities, and fund balance which are segregated to account for all financial transactions of
specific activities of alocal education agency's operations in accordance with special regulations,
restrictions, or limitations. A fund type or account group may include many subfunds which are
restricted in use to a specific phase of the activities. When subfunds are used, the revenue,
expenditure, and fund balance accounts withinthe fund type are divided by subfund to provide the
separate accountability necessary to conform with the legal requirements of the various subfunds.
Effective accounting control of a subfund does not require use of separate bank accounts.

Effective August 28, 1993, Section 165.011, RSM o, requiresthe Debt Service Fundto be
maintained in a separ ate bank account.

Legal reporting requirements and the varied nature of school district's operations preclude asingle
set of accounts for recording and summarizing all transactions of a school district. The records
must then be organized on afund type and account group basis with each of the several subfunds
being compl ete subaccounting entities of afund type or account group. Each of the subfundsin a
fund type or account group will account for its own assets, liabilities, revenues, expenditures and
fund balances, separately, and will provide budgetary control in abalanced set of accounts. For
discussion on Missouri fund structure and its incorporation into generally accepted accounting
principles (GAAP) see PROCEDURE NO: REQ-101, State Requirements.

In determining the number of funds appropriate for public school operations, the purposes and
legal requirements of the various activities must be considered. GAAP recommends the minimum
number of funds consistent with legal requirements. Thisis dueto the necessity of identifying
expenditures with revenues for the various activities. The fund types and account groups are
identified in GASB. Based on GAAP and GASB, the following subfunds have been identified with
this criteriafor these fund types and account groups:
Governmental Fund Types:

Genera Fund

Incidental Fund
Free Textbook Fund

Specia Revenue Fund
Teachers Fund

Capital Projects Fund
Debt Service Fund
Proprietary Fund Types:

School Food Services (if applicable)
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Fiduciary Fund Types:

Student Activities (if applicable)

Account Groups:

General Fixed Assets
General Long-Term Debt

To generate useful and compl ete management information for use at local level, the number of
subfunds should be limited where possible. The number of subfunds a school district may useis
not restricted to the funds enumerated.

The multiple-fund type and account group system should be operated as a centralized system even
though the financial transactions are recorded in separate funds. Although theidentity of the
assets making up each subfund is kept separate and distinct, only one system of books is needed
to account for all fund types and account groups. Itisimportant to remember that afund is not
synonymous with a bank account.

An areaof special concernin amultiple-subfund system is the interfund transactions that
necessarily result in such asystem. Six important principles should be observed in relation to
interfund transactions:

1

2.

Interfund transactions should be limited.

Interfund payables and receivables should not be built up when thereis no intent or
ability to settle such interfund obligations.

Interfund transactions between two or more funds must be recorded by a balanced entry
to each fund. Since each subfund is a separate set of balanced accounts, adebit to an
account of one subfund cannot be balanced by a credit to an account of another subfund.
In cases where two funds owe each other money, the receivable and payable within each
fund should not be offset without more entries to both subfunds to remove the full
amount of the payables and receivables from the statements. (See PROCEDURE NO:
PRC-518, Interfund Transfers.)

Interfund receivables and payables should not be viewed in the same manner as a
receivable due from or to a source external to the local education agency. The collection
of the receivable from or payment of the payable to another subfund will not improve the
overall cash position of thelocal education agency.

Interfund transactions are limited to those set forth in Section 165.011(2), RSMo, and
Administrative Policy.

a General (Incidental) to Special Revenue (Teachers) Fund

(N Any free textbook aid unexpended at June 30 must be transferred from
the General (Incidental) Fund to the Special Revenue (Teachers) Fund.
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2 The Board may transfer an amount necessary to remove a Special
Revenue (Teachers) Fund deficit. However, no more than is required to
bring the Special Revenue (Teachers) Fund from deficit to a zero
balance may be transferred.

b. Debt Service to Capital Projects Fund

If al bonded indebtedness has been paid and a balance remainsin the Debt
Service Fund, it may be transferred to the Capital Projects Fund. It should not be
made as long as obligations exist in the Debt Service Fund.

c General (Incidental) to Capital Projects Fund

Amounts as defined by statute or administrative policy that may be transferred
from the General (Incidental) Fund to the Capital Projects Fund for capital outlay
purposes.

d. Capital Projects Fund to Debt Service Fund

Amounts remaining in bond proceeds (in the Capital Projects Fund) after the
completion of the project for which bonds were issued shall be transferred to the
Debt Service Fund.

e Capital Projects Fund to the General (Incidental) Fund

Interest earned from undesignated balancesin the Capital Projects Fund may be
transferred to the General (Incidental) Fund.

A listing of these specific transfers can be found in PROCEDURE NO: PRC-518, Interfund
Transfers.

6. Two groups of interfund transfers are recognized by the AICPA initsAudits of State and
Local Governmental Units. Preparers of financial statements should review this material
and construct their reporting documents accordingly.

Specia Projects Funds

This section does not apply to any particular fund for state reporting purposes but isincluded to
explain how reporting can be provided on project-to-date revenues, expenditures, and fund
balances such asrequired for some federal programs. This requirement occurs whenever the
program or project duration overlaps or does not fall entirely within afiscal year.

Each expenditure account (as defined in PROCEDURE NOS: CDE-406, Function Code
Descriptions, and CDE-407, Expenditure Object Code Descriptions), and each revenue account (as
defined in PROCEDURE NO: CDE-405, Revenue Object Code Descriptions), have amounts
indicating “current year-to-date” and “prior year’'s” totals. The“current year-to-date” amounts will
be added to the “prior year's’ total at year-end, in effect making the prior year amounts
accumulative. The sum of the “prior year's” amountsfor al individual revenue accountsfor a
particular program or project isthe projects’ total revenues-to-date at year-end. Likewise, the sum
of dl “prior year's’ expenditure amountsis the project-to-date expenditures at year-end.
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At fiscal year-end (and only at year-end), the prior year's amounts equal all project-to-date
amounts. During thefiscal year, the project-to-date amounts can be manually computed by adding
the prior year's amounts to the current year-to-date figure.

Project-ending balances are simply the project-to-date revenues | ess the project-to-date
expenditures.

This allows record keeping at the local district to be consistent with federal reporting requirements.
When these same "special project funds" are reported for state purposes, the fiscal year period
activity and balances will be reported within the General (Incidental), Special Revenue (Teachers)
or Capital Projects Funds.

General Fixed Asset Accounts

This set of accounts represents the historical initial cost of assets such asland, buildings, and
equipment and is associated with and reported in any one of the account groups enumerated
above. These accounts are further defined in PROCEDURE NO: CDE-404, General Ledger Account

Descriptions.

The computer-based financial system, however, requires that al accounts be associated with a
two-digit fund number. For technical reasons, therefore, these accounts are assigned a"fund
number" but are not considered to be part of an accounting fund as described in this chapter.

In order to fulfill generally accepted accounting principles, figures for General Fixed Assets must be
reported on the balance sheet for the LEA. Lack of this element will result in a qualified opinion by
the independent auditor.
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Budgets are the legal authority for making expenditures; thus, it isimportant for the school
administrator to have accurate, up-to-date information on the status of the budget balances at any
given time. Knowinghow much money has been spent to date is not enough. The amount
committed must also be known to avoid overexpenditure of budgeted funds.

An encumbrance accounting system is a method of ascertaining the availability of monies and then
reserving monies to cover outstanding obligations. Despite the cumbersome title, encumbrance
accounting is not complicated. Initssimplest form, it means that when a purchase order is
prepared, the appropriate encumbrance account is checked to see that monies are available. If an
adeguate balance remains, the amount of the order isimmediately charged to the account to reduce
the amount of monies available. Thisentry, in effect, reserves moniesin the account to cover the
order. When theinvoice comesin and is approved, the encumbrance entry isreversed and the
actual amount of the voucher isrecorded in the expenditure column. Any difference between the
encumbrance and expenditure amounts is reflected in an adjustment to the unencumbered balance.
At any given time, the unencumbered balance in the account equal s the appropriation less total
expenditures and outstanding encumbrances.

The encumbrance accounting method provides for recording commitments in the budgetary control
accounts. Appropriations are encumbered at the time purchase orders are issued or contracts
awarded, although no liahility exists. Such liability would be contingent upon delivery of the
commodity or performance of a service within the terms of the purchase order or contract.

Encumbrance accounting is most valuable in controlling budgeted expenditures for supplies,
equipment, and contracted services. The necessity for encumbrance accounting in the areas of
salaries, other personal services and utilities may be limited due to the nature of theseitems. The
recommended procedure for encumbrance accounting isto encumber appropriations for supplies,
equipment, and purchased services when a purchase order, a contract, or aletter confirming
telephone ordersis received.

An encumbrance may be liquidated or canceled when any of the following situations occur:

1 Satisfactory receipt or acceptance of invoiced goods or services.
2. Notice from or failure of the vendor to fulfill terms of the order or contract.
3. Cancellation of the order by the district.

Since many purchase orders are based on catal og prices or quotes subject to changes, amounts of
encumbrances may vary from the amounts of expenditures. In any case, the total encumbranceis
liquidated in the same amount as placed (see examples below). Upon receipt of the goods or
services, certain situations may arise that require adjustments to be made in the accounting
records. To explain the entries necessary for each of the situations, examples are presented bel ow
with the necessary entries.
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1 In each of the situations described, an encumbrance of $100 was made for supplies.
Entry DEBIT CREDIT
Encumbrance Control $100.00
Reserve for Encumbrances $100.00
2. The price of goods received is $90.00
Entry DEBIT CREDIT
Reserve for Encumbrances $100.00
Expenditure $ 90.00
Encumbrance Control $100.00
Accounts Payable or Cash $ 90.00
3. Only apartial shipment of goods was received. The encumbered amount for the goods

received is $50.00. The correct priceis $20.00. In this situation where the price differentia
may be considered to be significant, an adjustment of the encumbrance should be made
based upon the goods to be received later. It isassumed that the goods to be received
will also be correctly priced at $20.00.

a To record receipt of goods.
Entry DEBIT CREDIT
Reserve for Encumbrances $50.00
Expenditure Control $20.00
Encumbrance Control $50.00
Accounts Payable or Cash $20.00
b. To record adjustment on unreceived goods.
Entry DEBIT CREDIT

Reserve for Encumbrances $ 30.00
Encumbrance Control $30.00

Prior to the end of the year, every effort should be made to liquidate outstanding encumbrances. At year-
end, such encumbrances shall not be added to expenditures for state reporting purposes.

If the school district intends to honor the encumbrancesin the succeeding fiscal year, (a) encumbrances
outstanding at year-end should be disclosed in the notes to the financial statements or by reservation of
fund balances, and (b) the subsequent year's appropriations should be increased to compl ete these
transactions. In thefollowing year, the LEA would Debit Expenditures, Credit Cash, Debit Fund Balance
Reserved for Encumbrance and Credit Encumbrances. Under this method, the liquidation is treated as an
expenditure of the following fiscal year asisindicated in the following example.
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Example:

In the subsequent fiscal year as materials are delivered and paid for, the following entries are made:

Entry DEBIT CREDIT
Reserve for Encumbrances $1,020.00
Cash or Accounts Payable $1,020.00

In order that these expenditures do not cause an "over budget" condition, it is necessary that new year
appropriations (estimated expenditures) be increased by the outstanding purchase order amount.
Specifically, an entry would be made to Debit Encumbrance and Credit Estimated Expenditures.

Note:  All summary entries to the Encumbrance Control account or Expenditure Control account also
require detail posting to the Budget Analysis Ledger accounts.
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Payroll Accounting

A payroll system must be capable of adequate reporting for effective control by management and of
providing reports and records necessitated by state and federal laws. Considering these requirements, a
sound payroll system should provide for the following:

1 Adequate labor records for each employee.

2. Prompt completion of all necessary documentsin connection with the payroll.
3. Timely preparation of payroll reports required by governmental agencies.

4, Prompt reporting of payroll datato management.

5. Disbursement of the payroll on atimely basis.

In order to record and report expensesin the period in which they are incurred, unpaid salaries must be
accrued. A nine-month employee paid on atwelve-month basis earns his salary in nine months. The
difference between his gross pay and his earned pay is considered to be Accrued - Salaries Payable or
Unpaid Earnings. An example of two different methods for payroll accruals for a nine-month contract of
$18,000 paid on atwelve-month basis are shown below:

PAYROLL ACCRUALS

SALARY FOR 9-MONTH (180-DAY) CONTRACT $18,000
PAID OVER 12-MONTH PERIOD @ $1,500

METHOD A - ACCRUAL BY MONTH EARNED

MONTH PAID EXPENDITURE ACCRUAL BALANCE

1 $1,500 $2,000 $ 500
2 1,500 2,000 1,000
3 1,500 2,000 1,500
4 1,500 2,000 2,000
5 1,500 2,000 2,500
6 1,500 2,000 3,000
7 1,500 2,000 3,500
8 1,500 2,000 4,000
9 1,500 2,000 4,500
10 1500 0000 - 3,000
11 1500 0000 - 1,500
12 1500 Zomm o=
TOTAL $18,000 $18,000 $ -0
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METHOD B - ACCRUAL BY DAYSWORKED/MONTH EARNED

MONTH DAYSWORKED PAID EXPENDITURE ACCRUAL BALANCE

1 2 $1,500 $2,200 $ 700
2 21 1,500 2,100 1,300
3 19 1,500 1,900 1,700
4 14 1,500 1,400 1,600
5 19 1,500 1,900 2,000
6 19 1,500 1,900 2,400
7 22 1,500 2,200 3,100
8 22 1,500 2,200 3,800
9 22 1,500 2,200 4,500
10 - 1500 e 3,000
11 - 1500 e 1,500
12 - 1500 e e
TOTAL 180 $18,000 $18,000 $ _0

Method B is recommended for most districts and is best suited to cormrputer payroll preparations.

Individual payroll records are necessary to provide the reports required from the payroll department, by
various governmental agencies and for internal management. Additional information concerning individual
payroll record can be found in PROCEDURE NO: PRC-505, Payroll Records. Regardless of the forms used
in payroll accounting, it is very important to correctly calculate the gross pay, payroll deductions, and net
pay prior to entry of these amountsinto the records. Reference must be made to tax guides, teacher
retirement guides, and other documents which provide the information necessary to calculate the
deductions.

In many cases, apayroll-clearing bank account may be used to facilitate disbursement of the payroll. This
system enabl es the use of one check to pay an individual whose salary isto be expensed to more than one
fund. The appropriate Due from Other Fund account would be debited for the gross amount of earned
salaries paid by the operating fund which should be charged to another fund. The following are examples of
entriesto give effect in the record to the gross earnings and deductions.

1 To record the expenditure in the proper fund:
Entry DEBIT CREDIT
Expenditure - Fund 12X PXXXX XX
Cash or Dueto Payroll Fund PXXXX XX

Post detail to Budget Analysis Ledger
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2. To record payment of cash from Fund 10X to the employee and to record the deductions,
itisnecessary to:

Entry DEBIT CREDIT

Cash or Due From Fund 12X PXXXX XX
Federal Income Tax Payable PXXX XX
Teacher Retirement Payable XX XX
Group Health Payable XX XX
Credit Union Payable XX XX
Accrued Wages Payable XXX XX
Net Check to Employee (Cash) XXX XX
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VI. Capital Outlay and Accounting for Property

The determination as to whether an expenditure should be classified as an operating expense or recorded in
the fixed asset group of accountsis often difficult. Asageneral guideline, if the unit cost of theitemis
$1,000 or more and the useful lifeis estimated at more than one year, the purchase will be considered a
Capital Outlay, regardless of whether it is areplacement item or purchase of additional equipment.
Furthermore, if the nature and/or quantity of the item(s) allows economical control, then the unit cost may be
less than $1,000 and if the one-year useful life criteriais met, the expenditureis a Capital Outlay. A district
may establish apolicy to use a unit cost of less than $1,000 to determine capital outlay expenditures.
Purchases of items not meeting the cost, controllability, or useful life criteriaare properly charged to current
operating expense.

Acquisition cost of equipment means the net invoice price of the equipment, including the cost of
modifications, attachments, accessories, or auxiliary apparatus necessary to make the property usable for
the purpose for which it was acquired. Other charges, such asthe cost of installation, transportation, duty
or protective in-transit insurance, shall be included or excluded from the unit acquisition cost in accordance
with the district’ s regular accounting practices.

CRITERIA FOR DISTINGUISHING EQUIPMENT FROM SUPPLY ITEMS
(Listed in Priority Order)

YES ? L asts more than one year ? NO AT FIRST “NO”,
? THEITEM IS
YES ? Repair rather than replace ? NO DECLARED TO BE
? A SUPPLY ITEM
YES ? Independent unit rather than ? NO

being incorporated into another item
?

YES ? Cost of tagging and inventory ? NO
isasmall percent of item cost
?
YES ? Exceeds minimum dollar value ? NO
mandated by State or other governmental
? unit (with due regard for group control for

some items). Current minimum of $1000.00,
however, the district may establish alower limit.

?
ITEM IS CONSIDERED EQUIPMENT

Accounting for property and equipment in the financial records of governmental agencies differs greatly
from the commercial methods of recording fixed assets. Acquisitions of fixed assets are not recorded in the
fund from which they were acquired, and depreciation is not recorded. An exception isfixed asset
purchases from Proprietary Funds which may be recorded on acommercial basis (i.e., Food Services, in
memorandum form only).

Fixed assets are recorded at cost or appraisal value in the General Fixed Assets Account Group. The entry
in the fund which acquired the fixed asset would be as an expense item. The following isan example of the
entry to record the acquisition of fixed assetsin the accounts:
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Entry DEBIT CREDIT
Furniture and Equipment PXXX XX
Reserve for Investment in
General Fixed Assets FXXX XX

In addition to entries similar to the above involving the general ledger accounts, detailed subsidiary
property records must be maintained to maximize the control of fixed assets.

An example of asubsidiary record which provides useful information isthe Accession Ledger (illustrated
below). Thisledger isarecord detailing in order of acquisition, the item purchased, date of purchase,
purchase price, life expectancy, location of items, property, inventory number, and other information that
may be useful for contral.

When afixed asset isdisposed of, regardless of reason, the entry recording the acquisition isreversed in the
General Fixed Assets Account Group. Entriesto record insurance adjustments, trade-in allowances, and
receipts from sales of fixed assets are recorded in the fund which acquired the item.

Property records should be maintained by fund. It isnot necessary to open and close the accession ledgers
with the beginning and ending of a specific year. The balance in the accession ledger, net acquisitions,
must equal the balance in the General Fixed Assets Account Group at the end of each year.

ACCESSION L EDGER--FURNITURE AND EQUIPMENT

DESCRIPTION, USEFUL PROPERTY DISPOSITION

SERIAL NUMBER DATE COST LOCATION LIFE NUMBER PROJ. COMMENTS

Floor Buffer

#0031250 01-09-94 $1,587  Adm. Bldg. 8 0001 110

Lawn Tractor Destroyed in

#09911 10-01-94 $1,876  High School 8 0002 110 fire 11/1/96

Walk-In Freezer

#09912 10-01-94 $10,150 Elementary 15 0003 110

Lawn Tractor To reduce fixed

#09911 11-01-96  ($1,876) High School 8 0002 110 assets. See
Property # 0002

Floor Buffer

#J00795 05-01-97 $2,525 Elementary 8 0004 110

Gateway Computer

#GW09932 09-15-98 $ 825 Elementary 3 0005 110 1 of 3 computers,
Tota:$2,475

Gateway Computer

#GW10955 09-15-98 $ 825 Elementary 3 0006 110 1 of 3 computers,
Tota: $2,475

Gateway Computer

#GW11132 09-15-98 $ 825 Elementary 3 0007 110 1 of 3 computers,
Tota: $2,475
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I Accounting Code Overview
Code Structure

The overall account code structure is designed to serve as both an efficient account coding facility and a
basic management tool. It creates a common language for use in controlling, recording, accumulating, and
reporting the activities of the school districts.

Thisisamultidimensional accounting code structure and is defined to satisfy many uses by segmenting the
code into several dimensions. Each dimension has a set of descriptors that permitstheretrieval of this
information on whole or on part to relate to commonly asked questions. In addition, revenues and
expenditures can be aggregated using one or more dimensions of the account code.

The code ranges of the basic system areillustrated below:

* *

XXX XXXX XXXX XXX XX

Fund T T

Function
Object
Operationa Unit
Source of Funds

Example 127 1237 6411 402 12
* Optional Use

A. Fund Code

The Fund Code consists of two basic elements, the first two digitsindicate the type of fund and
the last digit indicates the fiscal year. For example, 117 indicates by the“1” that the purpose of this
fund is General (Incidental) Fund. The second digit indicates the Operating Subfund of the General
(Incidental) Fund. The"7" indicatesthat it isfor the 1996-97 fiscal year.

B. Function Code

The Function Code describes the action, purpose, or program for which activities are performed.
For examplein Function 1237, the first digit indicatesthe general area of Instruction. The second
digit denotes Special Programs. Thethird digit identifiesaPhysical or Sensory Handicap. The
fourth digit specifiesinstruction dealing with Hard of Hearing Impairment is being conducted.

C. Object Code

The Object Code consists of three parts. the account classification, the object code, and the
subobject code. The Account Classification Code identifies the General Ledger section such as
assets, liabilities, fund balance or budgetary accounts. All revenue objects will be classified as
"5's"; all expenditure objectswill be classified as"6's." The Revenue Object Code (second digit)
identifies the source of revenue, such aslocal, county, or state monies. The Expenditure Object
Code (second digit) identifies the service or commaodity obtained, such as salaries, supplies, or
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travel. The Subobject Code (fourth digit) while not usually required in state reports may be valuable
on alocal level to further identify certain revenues or expenditures.

Operationa Unit Code

The Operational Unit Code refersto individual campuses within adistrict and individual
components within the administration, school service, maintenance and operation divisions. The
local district may use the Department of Elementary and Secondary Education School Core Data
building codes, dropping the last digit or adjusting the third digit to distinguish separate campuses.
Otherwise the district isfreeto use any code it wishesfor its other operational or "cost" units.
Suggestions related to these other uses are found in PROCEDURE NO: CDE-408, Operationa Unit
Codes.

Source of Funds/Project Code

The Source of Funds Code is used to identify a subset of the General (Incidental), Special Revenue
(Teachers), and Capital Projects Funds which are parts of a specific grant asis commonly the case
with various federal funds such as Individuals with Disahilities Act (IDEA), Revenue Codes 5441-
42. The Source of Funds Code may also be used to aggregate costs across subfunds, such as
teachers' salaries and supplies, to construct the reports necessary for various granting agencies.
When used to identify afederal project, the Source of Funds Code may also be associated with
accounts receivable, accounts payable, and fund balance accounts pertaining to that project. With
the exception of the cash account, a balance sheet for the project may be drawn from the general
ledger utilizing this code dimension.
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Il. Fund Codes

CODE
CLASS DETAIL

10X
11X
12X
13X

20X

30X

School Finance

FUND TITLE

General (Incidental) Fund - The purpose of this major fund group isto account for all
transactions having to do with the operations of the school district's regular programs,
except those required to be accounted for in another fund. This independent accounting
entity with its own assets, liabilities, and fund balances will include transactionsinvolving
local taxes; Foundation Program payments such as Basic Formula, Transportation,
Exceptional Pupil, Early Childhood Special Education, Remedial Reading, Gifted, Free and
Reduced Lunch/At-Risk, Career Ladder, Educationa Screening Entitlement/PAT, and
Vocational/At-Risk; and various other transactions associated with federal projects. The
Free Textbook Fund is administered as a revenue and expenditure subfund account and
reported within the General (Incidental) Fund.

Payroll Subfund - This subfund is an interim fund only and shall not appear on end-of-
year financial statements as a separate entity but will be merged with the General
(Incidental) Fund. Itsuseisoptional and is suited mainly to larger districts or those with
access to electronic data processing.

Operating Subfund - This subfund comprises the bulk of school district revenuesand
expendituresin the General (Incidental) Fund and includes all transactions not addressed
within one of the separate subfundsincluded here.

Free Textbook Subfund - This subfund of the General (Incidental) Fund is used to account
for Foreign Insurance (Free Textbook) related transactions.

Special Revenue (Teachers) Fund - Thisfund is used to account for revenue sources
legally restricted to expenditures for the purpose of teachers' salaries, health insurance
benefits for teachers, and tuition payments to other districts.

Debt Service Fund - This fund will include all accounts necessary to record transactions
affecting the value of the unpaid principal of bond issues, value of cash on deposit in the
fund, the value of any temporary investments, the amount of current interest and principal
reguirements of long-term debt and paying agent fees. Receipts from the sale of bonds
(new issue) are placed in the Capital Projects Fund. Amountsin the Debt Service Fund
are generated from the Debt Service Fund tax levy and are used only to retire bonded
debt. Expenses, other than paying agent fees, associated with the issuance of bonds
must be paid from the Incidental or Capital Projects Funds asindicated below.

Thefollowing “other” bond related fees are not paid from the Debt Service Fund but
rather from the General (Incidental) Fundif the bond transaction is arefunding of
existing bonds, or from the Capital Projects Fund if it isanew issue (a district may
elect to pay bond related feesfor a“new issue” from the General (Incidental) Fund:

bonding attorney costs,

costs of bond sales

registration fees

bond printing costs, and

other costs associated with issuing the bonds.

Pap o
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CODE
CLASS DETAIL

40X

41X

42X

50X

60X

70X

80X

90X

FUND TITLE

Capital Projects Fund - The Governmental Accounting Standards Board (GASB)
recognizes the Capital Projects Fund as a Governmental Fund type. Section 165.011,
RSMo, specifiesthat thisfund isto be used to account for all facility acquisition,
construction, all |ease purchase payments of principal and interest, and all other capital
outlay expenditures with the exception of certain expenditures for classroom instructional
capital outlay.

Bond Proceeds’ Capital Outlay Subfund - This subfund comprises a school district’s
capital outlay expenditures paid with proceeds from the sale of bonds. (Any unspent
bond proceeds after the compl etion of the projects must be transferred to the Debt Service
Fund per Section 165.011, RSMo.)

Regular Capital Outlay Subfund - This subfund comprises the bulk of aschool district’s
annual capital outlay transactions- whether for routine capital outlay purchases, |ease
purchase principal and interest payments, or facility acquisition and construction paid
from annual revenues and/or fund balances.

Food Service/Enterprise Fund - Thisfund is an interim fund only for those districts
operating afederally funded school lunch program consisting of local meal receipts, state
matching money, and Federal Food Service funds. Thisisan enterprise activity with a
unique set of general ledger accounts designed to determine profit and oss in amanner
similar to commercial enterprises. Thisfund may require support from the General
(Incidental) Fund. Thisfund will be merged with the General (Incidental) Fund for state
reporting purposes.

Student Activities/Trust Fund - Thisisan interim fund only and includes all student
activity transactions not identified in other funds and al athletic activitiesthat are not a
part of the regular instructional program. Thisfund must be merged with the General
(Incidental) Fund for final state reports. At the LEA's option, fund 60X may be
subdivided to use 61X for student activities and 62X for athletics.

Intraschool Service Fund - Thisfund is used only by certain large districts to accomplish
intradistrict billing of common services. It must be merged with the General (Incidental)
Fund for final state reports.

General Fixed Assets Account Group - This set of non-revenue, non-expenditure
accounts will account for specific pieces of property, such as equipment, land, and
buildings, acquired by the other funds. This account group is of a continuing running-
total type updated at the end of each fiscal year. Each district shall maintain a General
Fixed Assets Account Group.

General Long-Term Debt Account Group - This set of non-revenue, non-expenditure
accounts are used to record unmatured general long-term liabilities such as bond issues
and |ease purchase agreements. An approved bond register can be the source of datafor
the records in this account group.

(NOTE: Smaller school districts may not use all of the above funds or subfunds. Larger districts may need to use all of the funds
outlined above plus the project codes described in PROCEDURE NO: CDE-409, Project Code Descriptions.)
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II. Classification Codes

Each accounting transaction will be coded with aone-digit number which will indicate the type of account
and the detail affected by the transaction. The type of account isindicated by the account classification
code which precedes the three-digit object code. The account classification codes are listed below.

Code Account Classification

1 Assets

2 Liabilities

3 Fund Balances

4 Reserve for Encumbrances
5 Revenues

6 Expenditures

Note that revenues will always be preceded by the number five (5) and that for all practical purposesit isto
be viewed as a part of the Revenue Object Code.

Expenditures will always be preceded by the number six (6) and that for all practical purposesitisto be
viewed as a part of the Expenditure Object Code.
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V.

General Ledger Accounts

The General Ledger Accounts permit the recording and accumulation of transactions occurring over a
period of time which are then reported for amonth or for afiscal year. Since these accountsinclude more
than revenue and expenditure transactions, they permit a meaningful display of the total financial status of
each fund and the resources of the district asawhole. Code numbersin the CLASS column and middle
column ending in zero are for sub-totaling purposes only and are not used for posting transactions.

In the same manner as revenue object codes and expenditure object codes, the general ledger codes occupy
the same field position in the coding structure. Further it comprises four digitsin amanner similar to the
revenue and expenditure codes. The account classification is alwaysthe first digit in this four-digit group.
Please observe that general ledger codes never have afunction code attached.

CODE
CLASS

DETAIL

1000

1100

1110

1120

1130

11

1121

1131

School Finance

DESCRIPTION
Assets - All asset accountswill be designated by account numbers 1100 through 1999.

Cash and Temporary Investments

Cash

Cash in Banks - This account is debited with all cash receipts, and offset by a credit to
another cash account, investment account, receivable account, revenue, deferred revenue
or nonrevenue account. Creditsto this account arise from disbursements or areturn of
checks previously deposited.

Cash

Payroll Bank Account - Thisaccount is debited with the amount of the net payroll (gross
payroll less employee deductions) or the gross payroll depending on which basis of the
two is selected by the local educational agency and is offset by a credit to Cash in Banks
(Account 1111).

Creditsto this account arise from the issuance of payroll checks or the return of canceled
payroll checks from the bank. Small districts will probably not use this account but run all
payroll through Cash in Banks (Account 1111). Thisaccount isuseful primarily in large
systems running a clearing-type Payroll Subfund.

Imprest Funds

Change Funds - Cash - A sum of money set aside for the purpose of providing cash
register change. Debitsto thisaccount record the amount of cash assigned to the change
fund and is offset by a credit to Cash in Banks (Account 1111).
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CODE

CLASS DETAIL

1132

1140

1141

1142

1143

1149

1150

1151

1210

1211

1212

1213

1214

School Finance

DESCRIPTION

Petty Cash - A sum of money set aside for the purpose of paying small obligations for
which the issuance of aformal voucher and check would be too expensive and time-
consuming. Debitsto thisaccount record the amount of cash assigned to the petty cash
fund and are offset by a credit to Cash in Banks (Account 1111).

Credits arise when the amount of cash assigned is reduced and deposited in Cashin
Banks (Account 1111). The expenditures from this fund will be recorded when the warrant
isprepared for periodic reimbursement.

Temporary Investments - This account is debited with the cost of securities purchased
and the transfer of cash from Cash in Banks (Account 1111) to time deposits. Creditsto
this account arise from retirement, sale, or maturity of theinvestment. The following
accounts areincluded in this classification.

Savings Accounts

Certificates of Deposit

US Treasury Bills - Includes service charges.

Other Investments - Includes service charges.

Escrowed Cash

Escrowed Cash - This account is debited with the amount of state aid which is directly
deposited into atrustee account through the MO Health and Educational Facilities
Authority (MOHEFA) Direct Deposit Program and is offset by a credit to Other Non-
Current Revenue - Temporary Direct Deposit Revenues (Revenue Code 5691).

Accounts Receivable - Receivables due for outlays made and expected revenues are
charged to the 1200 series of accounts. The offset isacredit to the fund balance or
revenue account. The following accounts areincluded in this classification.

Local Accounts Receivable

Property Taxes Receivable - Current - The uncollected portion of current taxes which a
school district has levied and which has become due.

Property Taxes Receivable - Delinguent - The uncollected portion of prior year's taxes.

Allowance for Uncollectible Taxes (Credit) - A provision for that portion of taxes
receivable which it is estimated will not be collected. The account is shown on the
balance sheet as a deduction from Property Taxes Receivable - Current (Account 1211)
and Property Taxes Receivable - Delinquent (Account 1212) in order to arrive at the net
amount of taxes receivable.

Financial Institution Taxes Receivable
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CODE
CLASS DETAIL

1215

1216

1217

1218

1230

1231

1240

1241

1260

1261

1262

1290

1291

1292

1293

1294

1295

1296

1297

School Finance

DESCRIPTION

M & M Surcharge Receivable

In Lieu of Tax Receivable

City Sales Tax Receivable

Kansas City Boulevard Tax Receivable

County Accounts Receivable

State Assessed Railroad & Utility Tax Receivable

State Accounts Receivable

State Accounts Receivable

Federal Accounts Receivable

Federal Accounts Receivable

Non-Current Accounts Receivable

Non-Current Accounts Receivable

Bad Check Receivable

Receivables Due From Other Funds - The balances in these accounts represent amounts
due from other funds. The following accounts are included in this classification. This

aroup of accounts must be cleared to zer o as of June 30th.

Payroll Subfund

Operating Subfund

Food Service/Enterprise Fund

Student Activities/Trust Fund

Special Revenue (Teachers) Fund

Debt Service Fund

Capital Projects Fund
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CODE
CLASS DETAIL

1300

1310

1311

1312

1315

1316

1317

1319

1400

1410

1411

1412

1500

1510

1511

School Finance

DESCRIPTION

Inventories - The balancesin this account represent the cost of items purchased for future
use which are on hand at the end of areporting period. Inventory purchases are debited
to theinventory account. Requisitions from inventory are credited to the inventory
account.

Inventories - Supplies and Materials

Warehouse | nventory

Postage Inventory

Inventory for Resale - Building of vocational houses should be debited to this account
and reflected as an asset until sold. When the project is sold, this account is credited for
an amount equal to the cost. Any profit or lossischarged to the proper revenue or
expense account.

Inventory - Food

Inventory - Donated Commodities

Other Inventories

Other Current Assets - These accounts are debited with any items which are properly
chargeabl e to the operations of an expenditure account. Creditsto these accounts arise
from journal entriesrecording period charges and are offset by adebit to an expenditure
account.

Other Current Assets

Prepaid Expenditures - Expenditures entered in these accounts are for benefits not yet
received. Prepaid expenditures differ from deferred chargesin that they are spread over a
shorter period of time than deferred charges and are regularly recurring costs of
operations. Examples of prepaid expenditures are prepaid rent, prepaid interest, and
unexpired insurance premiums.

Ticket Value Account - The full sales value of tickets on hand in the school office are
reflected in this account. This account is always offset by Deferred Income (Account
2211).

General Fixed Assets - These accounts are charged with the cost of fixed assets and are
offset by a credit to the respective reserve account. Creditsto Class 1500 accounts result
from retirement or disposition of the assets, with the offset being a debit to the respective
reserve account. The following accounts areincluded in this classification.

—
o

o

L

93 duly 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING

SUBJECT: GENERAL LEDGER ACCOUNT DESCRIPTIONS PROCEDURE NO: CDE-404

CODE
CLASS DETAIL

1520

1521

1530

1531

1540

1541

1542

1543

1544

1545

1546

1549

1600

1610

1611

1620

1621

2100

2110

2111

School Finance

DESCRIPTION

Buildings

Buildings and Remodeling

Construction In Progress

Construction In Progress

Equipment

Furniture

Classroom I nstructional Apparatus

Vehicles
School Buses

Audiovisual Equipment

Data Processing/Technology Equipment

Other
Bonded Debt

Amountsto be Provided for Payment of Bond Principal

Amountsto be Provided for Payment of Bond Principal - As bonds are sold, this account
is debited with the entire amount necessary to retire the bonds, the offset being a credit to
Bonds Payable.

Amounts to be Provided for Payment of Bond Interest Future Coupon Maturities

Amountsto be Provided for Payment of Bond Interest Future Coupon Maturities - This
account is debited with the entire amount of interest payable on outstanding bonds. The
offset isacredit to Bond Interest Payable - Future Coupon Maturities.

Liabilities
Current Payables

Accounts Payable

Accounts Payable - General - This account represents actual liabilities for goods and
services received, with the offset being a debit to an expenditure account.
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CODE
CLASS DETAIL

2115

2120

2121

2130

2131

2140

2141

2150

2151
2152
2153
2154
2155
2156
2157
2158
2159
2160
2161
2162-69

2170

2171

School Finance

DESCRIPTION

Retained Percentage On Construction - Liabilities occurring on construction contracts for
that portion of the work which has been completed but part of the liability has not been
paid pending final inspection, or the lapse of a specified time period, or both. The unpaid
amount is usually a stated percentage of the contract price.

L oans Payable

L oans Payable - Thisaccount is credited with the proceeds from loans, with the offset
being adebit to Cash in Banks (Account 1111).

Bonds Payable

Bonds Payable - Current Y ear - Thisaccount is credited as bonds become currently
payable. The offset isadebit to Bonds Payable. When bonds are redeemed this account
is debited with a corresponding credit to Amounts to be Provided for Payment of Bond
Principal (Account 1611).

Bond Interest Payable

Bond Interest Payable - Current Y ear - This account is credited as bond interest becomes
currently payable. The offset isadebit to Bond Interest Payable - Future Coupon
Maturities (Account 2731).

Payroll Deductions and Withholdings - All withholdings from the payroll are credited to
this account, with the offset being a debit to an expenditure account. The following
accounts areincluded in this classification.

Federal Income Tax

Old Age, Survivors and Disahility Insurance (OASDI, “Social Security” Tax)
Medicare Tax

Medicare Tax - Teachers

Missouri Income Tax

Group Health and Life Insurance

Credit Union

Teacher Retirement

Non-Teacher Retirement

Tax Sheltered Annuity

Other Deductions (Garnishments, Bankruptcy, etc.)
Reserved for expansion of payroll deduction items.

Accrued Wages Payable

Accrued Wages Payable - This account is used to record liability for servicesreceived in
the current budget period which will not be paid in cash until alater period. The offsetis
to an expenditure account. Thisaccount is debited when the checks are i ssued.
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CODE
CLASS DETAIL

2180

2181

2182

2183

2184

2185

2186

2187

2188

2211

2300

2311

2700

2710

27111

2730

School Finance

DESCRIPTION

Due To Other Funds - The balance in these accounts represents amounts billed to afund
by another fund. The following accounts are included in this classification. Thisgroup of
accounts must be cleared to zero at June 30.

Payroll Subfund

Operating Subfund

Food Service/Enterprise Funds

Student Activities/Trust Funds

Special Revenue (Teachers) Fund

Debt Service Fund

Capital Projects Fund

Free Textbook Subfund

Deferred Income

Deferred Income - This account represents revenues which are not properly income of the
current budget period. Astheincome becomes earned, this account is debited with a
corresponding credit to the appropriate revenue account.

Reserve for Protested Taxes

Reserve for Protested Taxes - Represents moneys paid under protest and released to the
LEA and which may have to be refunded after full dispensation.

Bonded Debt Payable

Bonds Payable - Future Years

Bonds Payable - Future Y ears - The liability for outstanding bondsis recorded in this
account. It iscredited for the face amount of bonds sold with a corresponding debit to
Amountsto be Provided for Payment of Bond Principal (Account 1611). Asbonds
become currently payable, this account is debited and Bonds Payable - Current Y ear
(Account 2131) is credited.

Bond Interest Payable - Future Coupon Maturities
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CODE

CLASS DETAIL

2731

2800

2811

3100

3110

3111

3112

3200

3210

3211

3220

3222

3310

School Finance

DESCRIPTION

Bond Interest Payable - Future Coupon Maturities - As bonds are sold, this account is
credited for the amount of interest to be paid to maturity with a corresponding debit to
Amounts to be Provided for Payment of Bond Interest Future Coupon Maturities
(Account 1621). When interest becomes currently payable, this account is debited with a
corresponding credit being made to Bond Interest Payable - Current Y ear (Account 2141).

Pension Liability

Pension Liability - The amount of the actuarial deficiency to be contributed over a period
exceeding one year in length applies to Kansas City and St. Louis School Districts only.

Fund Balances and Reserves

Fund Balance

Fund Balance - This account balance represents total assets |ess the combination of
liabilities and reserves. Creditsto thisaccount arise from journal entriesto record
estimated revenues, and at the end of the year to close credit balances in appropriation
and revenue accounts. Debits arise from journal entries recording appropriations, and at
the end of the year to close debit balances in the appropriation and estimated revenue
accounts.

Beqginning Fund Balance

Ending Fund Balance

Invested Reserves - This account balance represents the appropriation of Fund Balance
for the Investment Reserves noted below. The following accounts areincluded in this
classification.

Reserve for Investment in Inventories

Reserve for Investment in Inventories

Reserve for Investment in General Fixed Assets

Reserve for Investment in General Fixed Assets

Indirect Cost and Casualty/L oss Clearing Accounts

Allowancefor Indirect Costs - This account is used when applying approved indirect cost
rates related to federal and other approved projects. (See PROCEDURE NO: PRC-514,
Indirect Cost Rates for Federal Grants.)
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CODE
CLASS DETAIL

3320

3A12

4110

5010

School Finance

DESCRIPTION

Casualty/L oss Clearing Account - Thisaccount is credited whenever insurance proceeds
arereceived astheresult of acovered loss (fire, storm, flood, vandalism, and other capital
outlay insurance claims) and debited whenever contract paymentsaremadefor covered
lossrepairs. Net receipts, asaresult of the covered loss, are recorded as revenuein Net
Insurance Recovery (Account 5631) at the termination of the repair/replacement project.
Net expenditures are recorded as any other regular expenditures.

Restricted Fund Balance

Restricted Fund Balance - This account balance represents the portion of the Fund
Balance segregated to indicate that assets equal to the amount of the reserve aretied up
and are, therefore, not available for appropriation. Itisrecommended that a separate
reserve be established for each special purpose. Examples of special purpose asusedin
this application include unexpended or carryover amounts from the Professional
Development Committee, At-Risk funds, student scholarships or trust funds, bond
proceeds balance, and gift or will funds.

Encumbrance Reserves

Fund Balance Reserved for Encumbrance - Thisis an offset to Encumbrances- Control
(Account 6020). At year-end, itistreated asareal (proprietary) account. The LEA may
opt to use current year 4111 and prior year 4112. Payroll reserve for encumbrance could
use Account 4121.

Revenues

Estimated Revenues and Noncash Revenues - Control - This account is debited at the
beginning of the fiscal year for the amount of revenues anticipated. The offset is a credit
to Fund Balance (Account 3111). At the end of the fiscal year, thisaccount is credited
when Realized Revenues and Noncash Revenues- Control (Account 5020) is closed to it,
and then the net balance of this Account 5010 is closed to Fund Balance. NOTE: Data
Processing Systems use actual bookkeeping records with nominal codes and do not post
to control accountsas a separate entry.

Realized Revenues and Noncash Revenues- Control - Thisaccount is credited for the
total revenue and noncash revenue realized (including any accrued amounts) during the
period. The postingsto the Budget Analysis Ledger detail revenue accounts must be
equal to thistotal revenue control account. The offset isadebit to cash or areceivable
account. At the end of the period, thisaccount is closed to Estimated Revenues and
Noncash Revenues - Control (Account 5010).
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CLASS DETAIL DESCRIPTION

6000 Appropriations, Encumbrances, Expenditures
6010 Appropriations - Control - This account is credited at the beginning of the period for the

amount of budgeted expenditures. The offset isadebit to Fund Balance (Account 3110).
At the end of the period, this account is debited when Encumbrances- Control (Account
6020) and Expenditures- Control (Account 6030) are closed to it, and then the net balance
of this Account 6010 is closed to Fund Balance.

6020 Encumbrances - Control - Thisaccount is debited for the amounts encumbered and
credited for encumbrances liquidated during the period. The postings to the Budget
Analysis Ledger detail expenditure accounts for amounts encumbered (debit) and
liquidated (credits) must equal the total debits and creditsto this Encumbrance Control
Account. At the end of thefiscal year thisaccount is closed as an offset to Fund Balance
Reserved for Encumbrance (Account 4110).

6030 Expenditures - Control - This account is debited for the total actual expenditures
(including any accrued amounts) during the period. The postings to the Budget Analysis
L edger detail expenditure accounts must be equal to this Expenditures Control Account.
At the end of the fiscal year thisaccount is closed to Appropriations- Control (Account
6010).

The manual user will observe that many general |edger account codes do not have a significant digit in the fourth
position. Theindividual school district has the option of using these specified areasfor local informational needs.

NOTE: Electronic Data Processing (EDP) systemswill not utilize accounts 5010, 5020, 6010, 6020, or 6030.
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V. Revenue Object Identification

Thefollowing alphabetical title listing of revenues may be used as a quick reference for locating individual
revenue object codes. Alsoindicated are grants or revenue titles that have been combined with and are
transmitted from DESE to school districts, with another revenue code. For example, Success Link, Technology

Training Support Grant (PD) and Grant for Dual Credit are coded as 5397, Other State revenue. Thislistingis
followed by revenue object code descriptions and placement by fund.

A+ Schools Grant

Accrued Interest on Bonds Sold
Admissions (Student Activities)

Adult Basic Education (ABE)-Federal
Adult Basic Education (ABE)-State
Adult Basic Education Literacy Grant
Adult/Continuing Education Tuition
AIDS Education Grant
AreaVocational Feesfrom other LEAS

Basic Formula

Bonds, Sale of

Bookstore Sales

Bill Back for Excess Cost/Res Placement

Career Ladder

Charter Schools (Fed Charter Sch Program)
Child Care Development Fund Grant
Cigarette Tax (Fair Share)

City Sales Tax

Community Services

Comprehensive School Reform Grant
Confined Animal Feeding Operations
Contracted Ed Servicesfrom other LEAS
County Stock Insurance Fund

Delinquent Taxes

Dependent Care Grant
Desegregation Aid (Federal)
Desegregation Aid (State)

DNR Energy Grant

DNR Energy Loan

Domestic Insurance Company Tax
Donated Commaodities

Drug Free, Title 1V, ESEA

Early Childhood Spec Ed (Federal)
Early Childhood Spec Ed (State)
Earnings on Investments

Education for Homeless Children/Y outh
Educational & Screening/PAT

Educare Grant

Eisenhower, Titlel, ESEA

Energy Loan

Emergency Immigrant Education

School Finance

5362
5142
5171
5436
5337
5338
5123
5475
5821

5311
5611
5172

5317
5497
5472

5117
5181
5497
5234

5234

5234
5511

100

English as a Second Language

5479

English as a Second Lang Spt Ser Grant 5379

Escheats 5211
Even Start Family Literacy 5476
Excellence in Education Act 5336
Exceptional Pupil Aid 5313
Extraordinary Cost-Special Education 5381
Extended Day Child Care 5368

Facilities Infrastructure Improvement Grant 5489

Fair Share (Cigarette Tax)

Federal Charter Schools Program Grant 5497

Federal Disaster Assistance

5413

Federal Emergency Management (FEMA) 5477

Federal Flood Control
Federal Flood Counseling
Federal Forest

Federal Housing

Federal Mineral

Federal Properties

5231
5417
5231
5416
5231
5231

Financial Ingtitution Tax (Intangible Tax) 5114

Fines, Escheats, Overplus, Etc.
Food Service (Federal)

Food Service (Non-Program)
Food Service (State)
Foreclosure Sale, Sheriff's

5211

5165

5211

Foreign Insurance Aid (Free Textbook) 5331

Foreign Language Assistance Program 5464
Foreign Language Support Service Grant 5378
Free and Reduced L unch/At-Risk 5318

Futures Prog, Job Develop, ABE (Fed) 5468
Futures Prog, Job Develop, ABE (State) 5354
Futures Prog, Job Develop, EC/PAT (Fed) 5469
Futures Prog, Job Develop, EC/PAT (State) 5355
Futures Prog, Job Develop, Job Tng (Fed) 5471
Futures Prog, Job Develop, Job Tng (State) 5356

Gifted 5316
Gifts 5192
Goals 2000, Teacher Preservice/Prof Dev 5458
Goals 2000, Title 11 (Through DESE) 5457
Gods 2000, Title 1V, LIFT Grant 5456
Goals 2000, Title VII (Direct Federa) 5488
Grant for Dud Credit 5397
Grantsfor School Technology 5364
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Handicapped Census 5351 Proposition C (Sales Tax) 5113
Headstart 5483 Pupil Activity Income 5179
Health Services Grant, School Age Child 5367
Homeless Children/Y outh 5463 Readersfor the Blind 5371
Read to be Ready Grant 5383
Impact Aid 511 Refugee Children’ s Improvement Grant 5497
Impact Aid, Restricted Purpose 5486 Regular Day Tuition (K-12) 5121
Incentive Grant (Excellence Act) 5336 Remedia Reading 5315
Incentivesto Reduce Pupil/Teacher Ratio 5363 Rentals 5191
Individuals w/ Disabilities Act (IDEA) 5441 Reserve Officer Training Corps (ROTC) 5418
InLieu of Tax 5116 Residential Placement/Excess Cost 5369
Innovative Ed Programs, Title VI, ESEA 5455
Intangible Tax (Financial Institution Tax) 5114 Safeand Drug Free, Title 1V, ESEA 5461
Interactive Distance Learning Grant 5364 Safe Schools Initiative Grant 5358
Sale of Bonds 5611
Job Development/Customized Training 5353 Sale of Food to Pupils 5151
JTPA (Funds flowing Through DESE) 5435 Sale of Food to Adults 5161
JTPA (Fundsfrom Other than DESE) 5482 Sale of Other Property 5651
Sale of School Buses 5641
Kansas City Boulevard Tax 5118 Sales Tax (Proposition C) 5113
School Breakfast Program 5446
Learn and Serve America 5473 School Children’s Health Svc Grant 5367
LIFT Grant, Goals 2000, Title IV 5456 School District Trust Fund (Proposition C) 5113
Literacy Grant, Adult Basic Education 5338 School Lunch Program 5445
Locally Assessed Railroad and Utility Tax 5111 School Technology Grant 5364
Local Revenue, Miscellaneous 5198 School to Work Grant 5474
Select Teachers as Reg Resource (STARR) 5376
Medicaid 5412 Sheriff’s Sales 5211
Migrant, Titlel, ESEA 5452 Sliver Grant-Special Education 5441
Milk Program, Specia 5447 Speciad Milk Program 5447
Mineral, Federal 5231 State Assessed Utility Tax 5221
Miscellaneous Local Revenue 5198 State Emer Management (SEMA) Funds 5372
M & M Surcharge 5115 Student Organization Member Dues/Fees 5173
MO Dept of Cons. Landscape Grant 5373 Success L eads to Success Grant 5365
MO Dept of Nat. Res. Energy Grant 5377 Success Link 5397
MO Dept of Nat. Res. Energy Loan 5366 Surcharge (M & M) 5115
MO School Age Children’s Health Svc 5367 Summer Child Care 5357
MOTAP Project 5441 Summer Food Service Program 5481
National/Community Trust Act 5473 Technology Grant, School Technology 5364
Net Insurance Recovery 5631 Technology Literacy Challenge Grant 5466
Net Receipts From Clearing Accounts 5196 Taxes, Current Y ear 5111
New Schools Pilot Project Grant 5361 Taxes, Delinquent 5112
Temporary Direct Deposit 5691
Other County 5234 Textbook (Foreign Insurance Aid) 5331
Other Non-Current Revenue 5692 Titlel - ESEA 5451
Overplus 5211 Titlel - ESEA, Migrant 5452
Titlell - ESEA, Eisenhower Prof Develop 5465
Pell Grants 5484 TitlelV - ESEA, Safe & Drug Free 5461
Premium on Bonds Sold 5143 TitleVI - ESEA, Innovative Ed Programs 5455
Prior Period Adjustment 5195 Transportation Fees From Patrons 5131
Private Car Tax 5221
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Transportation Received from Other LEAS
Transportation (State Aid)

Tuition, Adult Education (Post-Secondary)
Tuition, Regular Day, (K-12)

Tuition, Summer School

Tuition from Other LEAS

Unclaimed Tax Surplus

Video Tax (State)
Vocational/At-Risk

Voc Education, Basic Grant

Voc Education, Specia Projects
Voc Education Tech Prep Program
Vocational Rehabilitation
Vocational/Technical Aid (State)
Voc-Tech Enhancement Grant

School Finance

5841
5312
5123
5121
5122
5811

5211
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SUBJECT: REVENUE OBJECT CODE DESCRIPTIONS PROCEDURE NO: CDE-405

Revenue object code identifies the source of revenue and occupies the identical field in the code structure as the expenditure object codes.
The revenue codes are, however, differentiated by the account classification code five (5) which precedes each revenue account while asix
(6) precedes each expenditure account. It may be noted that a revenue transaction will not have a function code; thisfield is zero filled or
left blank. Code numbersin the CLASS column and middle (subclass) column ending in zero are for subtotaling purposes only and are not
used for posting transactions.

Apportionment of Tax Revenue: Tax revenuesin Current Taxes (Revenue Code 5111), Delinquent Taxes (Revenue Code 5112), Financial
Ingtitution (Intangible) Taxes (Revenue Code 5114), M & M Surcharge Tax (Revenue Code 5115), and In Lieu of Tax (Revenue Code 5116)
should be apportioned into each fund according to the adjusted tax levy and must be carried to at least five decimal places rounded back to
four for total revenue amounts less than $1,000,000. Total revenue amounts that exceed $1,000,000 should be carried to at least six decimal

places rounded back to five.

CODE
CLASS DETAIL DESCRIPTION PLACEMENT
5000 Revenues
5100 Revenues from L ocal Sources

5110 Taxes

5111 v Taxes Advaorem, Current Year Placed in each fund in the same proportion
Amounts derived from taxing real and persona asthe fund levy isto the total adjusted levy.
property within the district for the current year.

5112 vTaxes, Delinquent (Current Year Delinguent Only) Placed in each fund on the same basis as
Amounts derived from prior years' advalorem taxes. receipts from current taxes, EXCEPT where
Delinquent taxes received after June 30 for the previous years obligations of the
the prior year and delinquent taxes received district would be affected by such
with no tax year indicated. Receipt of prior year distribution. Then the delinquent tax
M & M Surcharge should be coded to 5115. shall be distributed according to the

tax levies established for the yearsin which
the obligations were incurred.

5113 School District Trust Fund (Proposition C) 50% is placed in the General and Specid
Amounts received from the state. One-half of Revenue Funds based on the ratio of the tax
the total received is used to roll back current rate for that fund to the total rate for the
tax levy unless a simple mgority of voters two funds.
have voted to forego all or part of the reduction 50% is placed according to the fund or funds
per Section 164.013, RSMo. in which the rollback occurred.

5114 v Financia Institution Taxes (Intangible) Placed in each fund in the same proportion
Those taxes levied on the intangibl e assets of asthefund levy isto the total adjusted levy.
financial institutions such as banks or savings
and loan associations.

5115 v M & M Surcharge Placed in each fund in the same proportion
Surcharge on commercia rea estate to replace as the fund levy isto the total adjusted levy.
revenue lost with the elimination of the merchants
and manufacturing businesses' inventory tax.

Protested & Delinquent M & M Surchargeis
apportioned to this revenue code.
5116 v InLieuof Tax Placed in each fund in the same proportion

Amounts received for property taken off the
tax rolls.

asthe fund levy isto the total adjusted levy.

The following symbols are used to denote required placement of specific revenues for quick reference:
v= Revenues that must be placed in each fund in the same proportion as the fund levy is to the total adjusted levy.
+ = Revenues that must be placed in the General and Special Revenue Funds based on the ratio of the adjusted levy by fund to the total

levy in the two funds.
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CODE
CLASS DETAIL
5117
5118
5120
5121
5122
5123
5130
5131
5140
5141
5142
5143

DESCRIPTION

City Sales Tax
Amounts received from acity voted sales tax.

Kansas City Boulevard Tax
Amounts received from the Kansas City
Boulevard Tax.

Tuition

Regular Day School Tuition (K-12)

Amounts received from over-age and non-legdly
assigned students attending regular-day school
in the district.

Summer School Tuition (K-12)

Amounts received from resident and non-resident
students attending summer school in the district and
for which state aid will not be claimed.

Adult/Continuing Education Tuition (Post-Secondary)
Amounts received from resident and non-resident
students attending adult education classesin

the district.

Transportation

Transportation Fees From Patrons
Amounts received from parents for transportation of
studentsin the district.

Earnings on Investments

Earnings From Temporary Deposits

Net earnings-interest from al deposits and investments.
Also includes penalties and interest from delinquent
and protested taxes.

Accrued Interest on Bonds Sold

Amounts received as accrued interest from the sale of
bonds. When bonds are sold at a date |ater than the
nominal issue date of the bonds, the selling price often
includes, in addition to the principal of the bonds, an
amount representing the interest that has accrued on the
bonds since the nominal issue date.

Premium on Bonds Sold

An amount received when the sale of bonds sold is
higher than the par value of the bonds. (Example: Bond
Par valueis $1,000. Bonds are sold for $1,010. Thereis
a$10 premium.) Record the total premium on al bonds
sold.

PLACEMENT

Placed at the discretion of the local board.

Placed at the discretion of the local board.

Placed in the General and Special Revenue
Funds at the discretion of the local board
per Section 165.011, RSMo.

Placed in the General and Special Revenue
Funds at the discretion of the local board
per Section 165.011, RSMo.

Placed in the General and Specia Revenue
Funds at the discretion of the local board
per Section 165.011, RSMo.

General Fund

Placed in the fund in which the principal earned
interest. Interest earned on tax revenue should be
placed in the same proportion as the levy.

Debt Service Fund

Debt Service Fund

The following symbols are used to denote required placement of specific revenues for quick reference:
v= Revenues that must be placed in each fund in the same proportion as the fund levy is to the total adjusted levy.
+ = Revenues that must be placed in the General and Special Revenue Funds based on the ratio of the adjusted levy by fund to the total

levy in the two funds.
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CODE

CLASS DETAIL

5150

5151

5160

5161

5165

5170

5171

5172

5173

5179

5180

5181

5190

5191

DESCRIPTION
Food Service - Pupils

Salesto Pupils
Amounts received from pupils for the sale

of meals served under the Nationa School
Lunch and Breakfast Programs.

Food Service - Adults

Salesto Adults

Amounts received from adults for the sale
of meals served under the National School
Lunch and Breakfast Programs.

Food Service - Non-Program
Amounts received from the sale of extramilk, ala
carte, snack bar, vending, special meals, etc.

Enterprise Sources

Admissions (Student Activities)
Amounts received from patrons and students
for a school-sponsored activity.

Bookstore Sales

Amounts received from patrons and students
from the operation of abookstore or sale of
supplies.

Student Organization Membership Dues and Fees

Other Pupil Activity Income

All other revenue from pupil activities not listed above.

Community Services

Community Services

Revenues from activities performed by the LEA as
community services, not directly related to providing
an education for pupils. Includesloca dollars from
parents for School Age Childcare.

Other Revenue from L ocal Sources

Rentals
Revenue from rental of school facilities or
other property owned by the school district.

PLACEMENT

General Fund

General Fund

General Fund

Placed in the operating funds at the discretion of
the local board

Placed in the operating funds at the discretion of
the local board

Placed in the operating funds at the discretion of
the local board

Placed in the operating funds at the discretion of
the local board

Placed by fund according to expenditures

for such services.

General Fund or Capital Projects Fund at the
discretion of the local board.

The following symbols are used to denote required placement of specific revenues for quick reference:
v= Revenues that must be placed in each fund in the same proportion as the fund levy is to the total adjusted levy.
+ = Revenues that must be placed in the General and Special Revenue Funds based on the ratio of the adjusted levy by fund to the total

levy in the two funds.
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CODE
CLASS DETAIL

5192

5193
5194
5195

5196

5197
5198

5200
5210
5211

5220

5221

DESCRIPTION
Gifts
Amounts received from philanthropic or private
organizations, individuals, or other sources for
which no repayment or special serviceto the
contributor is expected.

Future Program
Future Program

Prior Period Adjustment

Recovery of items previously expended in aprior
fiscal year. Thisalsoincludes prior year

accounts payabl e adjustments after final liquidation.

Net Receipts From Clearing Accounts

At the end of the accounting period, the excess of gross
receipts over gross expenditures of revolving funds and
clearing accounts that are under the jurisdiction and
control of the board of education when such funds are
available for genera expenditure by the local board.
Also included isthe net of revenue over expensein the
vocational houses built for resale. (See Inventory for
Resale, General Ledger Account 1315).

Future Program

Miscellaneous L ocal Revenue

All other revenues from local sources not covered by
the above local revenue codes. Includes the receipt of
payments from the Voluntary Interdistrict Choice
Corporation (VICC).

Revenue from Intermediate Sources
Tax Related - County

Fines, Escheats, Overplus

Amounts received from the county school fund.

All fines passing through the office of the County Clerk
OR Circuit Clerk. Includes Sheriff's sales (foreclosure
sale surplus) /unclaimed tax surplus/overplus surtax per

Section 140.230, RSMo. Forfeitures are paid to the state

rather than the district per Section 166.131, RSMo.

Tax Collected by County For LEA

State Assessed Utility Tax
Amount derived from county average levy for school

purposes, capital project purposes and other purposes
(Debt Service) on the assessed valuation of railroad
and utility properties as assessed by the state

PLACEMENT

Placed in the fund where it can be expended
to meet the purpose for which it was donated
and accepted per Section 165.011, RSMo.

May be placed in any fund according to type
of initial action.

May be placed in any fund according to type
of initial action.

Placed in the fund or funds at the discretion
of thelocal board.

Specia Revenue Fund

Amount received for other purposesis placed
in the Debt Service Fund. Amount received for
capital project purposesis placed in the Capital
Projects Fund. Amount received for school
purposesis placed in the General and Special

The following symbols are used to denote required placement of specific revenues for quick reference:
v= Revenues that must be placed in each fund in the same proportion as the fund levy is to the total adjusted levy.
+ = Revenues that must be placed in the General and Special Revenue Funds based on the ratio of the adjusted levy by fund to the total

levy in the two funds.
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CODE

CLASS DETAIL

5221

5222

5230

5231

5232

5237

5300

5310

5311

DESCRIPTION
(Continued).(Does not include amounts generated from

locally assessed Railroad and Utility property; these

should be coded to Current Taxes, Revenue Code 5111)

Thisincludes private car tax.

County Stock Insurance Fund

Proceeds of taxes paid by domestic insurance companies

on premiums written per Section 148.330 (4), RSMo.

Other County Revenue

Federal Properties
Amounts received from federal properties through

the county per Section 12.070, RSMo. These
payments are based on revenue transmittals through
the State Treasurer to each county from the United
States Departments of Agriculture and Interior for
forest management services/mineral leasing receipts
based upon Section 2506 of the National Energy Bill.

It also includes receipts paid through the county per
Section 12.080, RSMo, as received from any federal
department for leases of federal land subject to the
Flood Control Act(33 U.S.C.A.) of 1928, as amended.

Penalties paid by concentrated animal feeding
operations

Other County Revenue
Revenue received through the county not
specified above.

Revenue from State Sources

Foundation Formula, State Aid

Basic Formula

Amounts received from the State Foundation Formula,
Line 1, entitlement, minus Line 10 deductions (The
calculated apportionment amount plus or minus prior
year corrections).

PLACEMENT
Revenue Funds in proportion to the adjusted
levy in those two funds.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board.

Placed in each fund in the same proportion as
the fund levy isto the total adjusted levy.

Placed in the General or Specia Revenue Fund
at the discretion of the local board.

Placed in the Specia Revenue Fund.

Placed in the operating funds at the discretion
of thelocal board.

Placed in the General and Special Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.
Amounts received for the Debt Service and/or
Capital Projects Funds based on a“designated
levy” are placed by ratio of designated levy to
theLine 1 levy or actua amount generated by
the designated levy.

The following symbols are used to denote required placement of specific revenues for quick reference:
v= Revenues that must be placed in each fund in the same proportion as the fund levy is to the total adjusted levy.
+ = Revenues that must be placed in the General and Special Revenue Funds based on the ratio of the adjusted levy by fund to the total

levy in the two funds.
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CODE
CLASS

DETAIL

5312

5313

5314

5315

5316

5317

5318

5319
5321
5322

+

DESCRIPTION
Transportation
Amounts received from the state for transportation of
school children.

Exceptional Pupil
Amounts received from the state to provide

for Special Education programs.

Early Childhood (3 & 4 Year Old) Special Education
Amounts received from the state to provide for early
childhood specia education programs. (Federal
revenues received for this program should be coded to

Early Childhood Specia Education, Revenue Code 5442.)

Remedial Readin
Amounts received from the state for remedial

reading programs.

Gifted
Amounts received from the state for gifted programs.

Career Ladder/Excellence in Education Act
Amounts received from the state through the
Excellence in Education Act for the career
ladder salary supplement.

Free and Reduced L unch/At-Risk

Amounts received from the State Foundation Formula,
Line 14, for students eligible for free or reduced

lunch who were enrolled on the last Wednesday in
January for the preceding school year and werein

attendance on one of the ten (10) preceding school days.

Future Program
Future Program

Vocational/At-Risk

Amounts received from the state for
aternate education centerg/At-Risk centers
funded through Section 167.332, RSMo.
(Vocationa Program Code 22-04)

PLACEMENT

Placed in the General and Special Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate

for the two funds per Section 163.031(7), RSMo,
EXCEPT a specified percentage of the
Transportation State Aid may be placed in the
Capita Projects Fund as authorized by the General
Assembly.

Placed in the General and Special Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.

Placed in the General and Specia Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.

Placed in the General and Special Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.

Placed in the General and Special Revenue

Funds based on theratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.

Placed in the General and Special Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.

Placed in the General and Special Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.
Amounts received for the Debt Service and/or
Capital Projects Funds based on a“designated
levy” are placed by ratio of designated levy to
theLine 1 levy or actual amount generated by
the designated levy.

Placed in the General and Special Revenue

Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo.

The following symbols are used to denote required placement of specific revenues for quick reference:
v= Revenues that must be placed in each fund in the same proportion as the fund levy is to the total adjusted levy.
+ = Revenues that must be placed in the General and Special Revenue Funds based on the ratio of the adjusted levy by fund to the total

levy in the two funds.
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5323
5324

5325

5326

5327

5328

5329
5330

5331

5332

5333

5334

5335

5336

+

DESCRIPTION
Future Program

Educational and Screening Program Entitlement/
Parents As Teachers (PAT) Amounts received from
the state for Early Childhood Screening/PAT programs
per Sections 163.031 and 167.332, RSMo.

Future Program

Future Program
Future Program
Future Program
Future Program
State Revenue

Foreign Insurance Aid (Free Textbook)

Amounts received from the state for the purchase
of textbooks, supplemental texts, library and
reference books, contractual educational services
and instructional supplies used by the children

in the classroom per Section 170.051, RSMo.

Vocational/Technical Aid

Amounts received from the state that represent
reimbursement for vocational education. This
reimbursement represents the state’ s portion of
the matching requirement per Sections 178.420
through 178.580, RSMo.

Includes Area School Construction Grant to
AreaVocationa-Technica Schools

Food Service - State
Amounts received from the state for school
lunch programs.

Fair Share (Cigarette Tax)
Amounts received from the distribution of state
cigarette tax per Section 149.015.7, RSMo.

Desegregation Aid
Amounts received from the state for participation

in Court-ordered desegregation plans. This includes
fiscal incentives and capital improvements.

Excellence in Education Act (Incentive Grants)
Amounts received from the state through the
Excellence in Education Act for Incentive Grants.

PLACEMENT

Placed in the General and Special Revenue
Funds based on the ratio of the adjusted tax

rate for that fund to the total adjusted tax rate
for the two funds per Section 163.031(7), RSMo

General Fund

Placed in the Genera or Specia Revenue Fund

at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Capital Projects Fund

General Fund

Placed in the Genera or Special Revenue Fund
at the discretion of the local board.

Placed by fund according to planned
expenditures or court order.

Placed in the Genera or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

The following symbols are used to denote required placement of specific revenues for quick reference:
v= Revenues that must be placed in each fund in the same proportion as the fund levy is to the total adjusted levy.
+ = Revenues that must be placed in the General and Special Revenue Funds based on the ratio of the adjusted levy by fund to the total

levy in the two funds.
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5337

5339

5341

5342

5343

5344

5345

5346

5347

5348

5349

5351

5352

5353

5354

School Finance

DESCRIPTION
Adult Basic Education (ABE) - State
Amounts received from the state for adult
education programs.

Adult Basic Education Literacy Grant

Amounts received from the state to encourage adult
programsin rural areas where the adult student
population will not support aregular ABE program.
This grant requires a 40% loca match.

Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Handicapped Census
Amounts received from the state for the

identification of handicapped pupils per
Section 162.990, RSMo.

Video Tax (State)
Amounts received from the state video tax.
Includesinitia access extension grant.

Job Development/Customized Training
Amounts received from the MO Dept. of Economic
Development, MO Job Development Fund.

Futures Program, Job Development, Adult Basic
Education (ABE)

State portion of revenue from MO Dept. of Social
Services, Div. of Family Services passed through MO
Dept. of Elem. and Sec. Ed. for adult basic education.

110

PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue
Fund at the discretion of the local board.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Change 5 — January 15, 2001
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5355

5356

5357

5358

5359

5361

5362

5363

5364

School Finance

DESCRIPTION
Futures Program, Job Development, Early
Childhood/Parents As Teachers (PAT)
State portion of revenue from MO Dept. of Social
Services, Div. of Family Services passed through
MO Dept. of Elem. and Sec. Ed. for Early Childhood/
Parents As Teachers.

Futures Program, Job Development, Job Training
State portion of revenue from MO Dept. of Social
Services, Div. of Family Services passed

through MO Dept. of Elem. and Sec. Ed. for job
training programs.

Summer Child Care
Amounts received from the MO Division of Family
Services for summer child care programs.

Safe Schools Initiative Grant

Amounts received through the state for salaries,
equipment, supplies, and programs that promote safe
schools. Amounts may be received from the Division
of Instruction for instructional purposes and/or from
the Division of Vocational and Adult Education for
equipment (capital outlay) (Program Code 21-04).

Vocational-Technical Education Enhancement Grant
Amounts received through the Outstanding Schools
Act/SB 380 (1993) to fund allowable expenditures
asoutlined in 5 CSR 60-120.070. (See Section
178.585, RSMo.) (Vocational Program Code 15-24)

New Schools Pilot Project Grant

Amounts received through the Outstanding
Schools Act/SB 380 (1993) to fund allowable
expenditures as outlined in 5 CSR 50-370.010.
(See Section 162.1010, RSMo.)

A+ Schools Grant

Amounts received through the Outstanding
Schools Act/SB 380 (1993) to fund allowable
expenditures as outlined in 5 CSR 60-120.060
(See Section 160.545, RSMo.) (Vocational
Program Code 15-13)

Future Program

Grants for School Technology

Amounts received through the Outstanding
Schools Act/SB 380 (1993) for the purchase

of computers, data transmission lines, net-
working hardware/software and science/math lab
equipment as outlined in 5 CSR 50-380.010.
(See Section 170.254, RSMo.)

m

PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.
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5365

5366

5367

5368

5369

5371

5372

5373

5374

5375
5376

School Finance

DESCRIPTION
Success L eads to Success Grants
Amounts received through the Outstanding Schools
Act/SB 380 (1993) to promote successful programs
which result in ameasurable improvement in
student performance. (See Section 160.530, RSMo.)

MO Department of Natural Resources (DNR)

Energy L oans

Amounts received from the state for energy conservation
programs pursuant to Sections 160.300-160.328, RSMo.

MO School Age Children's Health Services Grant
Amounts received through grant application with the
MO Dept. of Health, Div. of Maternal, Child and
Family Health, for planning, basic and expanded health
services and school based health centers per HB 564
(1993). (See Section 167.603, RSMo.)

Extended Day Child Care Program Grant

Amounts received from the state in the form of
competitive School-Age Care grants to be used

for the purchase of materials, supplies, equipment,
training, salaries for activities includes salaries for
program operation, licensing and accreditation of
local programs. Priority given to new sitesor sites
increasing program availability.

Residentia Placement/Excess Cost

Payments made for children in residential placements
through the MO Dept. of Mental Health or Div.

of Family Services pursuant to Section 162.970, RSMo.

Readersfor the Blind
Amounts received from the state for readers for
blind students.

State Emergency Management Agency (SEMA) Funds
Amounts received from the state for the state
matching portion of a disaster assistance grant.

MO Department of Conservation L andscape Grant
Amounts received from the state for landscape

purposes.

Educare Grant
Amounts received directly from the MO Dept. of
Social Servicesfor training preschool workers.

Future Program

Select Teachers As Regional Resource (STARR)
Amounts received to pay replacement teachers that
are taking the place of teachers selected and trained to
conduct professional development training workshops
at auniversity site.

112

PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Capital Projects Fund except that
portion applied to administrative costs shall be
placed in the General Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT the
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board.
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5377

DESCRIPTION
MO Department of Natural Resources (DNR) Energy
Grant
Amounts received as a competitive grant from
the MO Dept. of Natural Resources through the
Institutional Conservation Program (ICP) for energy
conservation improvements to school facilities.
Includes rubber (tire) chips for playground equipment.

5378 Foreign L anguage Support Service Grant
Amounts received through the state for demonstration

grantsin critical foreign languages.

5379 English as a Second L anguage Support Service Grant
Amounts received through the state for programs that
address English as a Second Language. (Seedso

English as a Second Language (ESL)/Bilingual, 5479.)

5381 Extraordinary Costs - Specia Education

Amounts received from state funds in the current year
as areimbursement for expenditures during the prior
year made on behalf of a student with a disability when
the current expenditure per EP exceeds five times the
district’'s average. Reimbursement is made only for

expenses which exceed this multiple of five.

5382 Missouri Preschool Project

Amounts received from the state for early childhood
(three and four year old children) programs to prepare
children for success upon entering kindergarten per

HB 1519 (1998). (See Section 313.835, RSMo.)

5383 Read to be Ready Grant

Amounts received from the state to improve reading
instruction and reading assessment in grades K-3.
This competitive grant program is designed to pay for
professional development for K-3 teachers and
administrators in the area of balanced literacy and

for materials to support such a program.

5384 Future Program

5385 Future Program

5386 Future Program

5387 Future Program
5388 Future Program
5389 Future Program
5391 Future Program

5392 Future Program

School Finance 113

PLACEMENT

Placed in the Capital Projects Fund except that
portion that applies to administrative costs shall
be placed in the General Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board.

Placed in the Genera or Specia Revenue Fund

at the discretion of the local board EXCEPT that
revenue received for capital outlay purposes shall
be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital outlay purposes shall

be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund

at the discretion of the local board EXCEPT that
revenue received for capital outlay purposes shall
be placed in the Capital Projects Fund.

Change 5 — January 15, 2001



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING

SUBJECT: REVENUE OBJECT CODE DESCRIPTIONS

PROCEDURE NO: CDE-405

CODE
CLASS

DETAIL

5393
5394
5395
5396

5397

5400

5410-19

5411

5412

5413

5414

5415

5416

5417

5418

School Finance

DESCRIPTION
Future Program

Future Program
Future Program
Future Program

Other State Revenue

Amounts received from state agencies not listed above.
(Includes Grant for Dual Credit, Success Link and
Technology Training & Support Grant)

Revenue from Federal Sources

Grants-In-Aid-Unrestricted, Direct
Amounts received directly from the federal government.

Impact Aid
Amounts received from federal funds by LEAS

having increased enrollments due to federa
activities. Impact Aid, Restricted Purpose
should be coded to Revenue 5486.

Medicaid
Amounts received as a reimbursement for
expenditures.

Federal Disaster Assistance

Amounts received from the federal government
as areplacement of local tax revenue lost dueto
flooding or other disaster. Replacement is based
on 90% of lost assessed valuation the first year,
75% of 90% the second year, 50% the third year,
and 25% the fourth year.

Future Program

Future Program

Federal Housing
Amounts received from the federal government

as areimbursement for housing related expenditures.

Federal Flood Counseling
Amounts received from the federal government asa

reimbursement for flood/counseling related expenditures.

Reserve Officer Training Corps (ROTC)
Amounts received from the federal government
as areimbursement for the various military
services reserve officer training programs.
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PLACEMENT

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT the
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in each fund in the same proportion as
the fund levy isto the total adjusted levy.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue
Fund at the discretion of the local board.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Change 5 — January 15, 2001
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SECTION: ACCOUNTING

SUBJECT: REVENUE OBJECT CODE DESCRIPTIONS

PROCEDURE NO: CDE-405

CODE
CLASS DETAIL

5420-59

5421

5422
5423
5424
5425
5426
5427

5428

5429

5431

5432

5433

5434

5435

5436

5437

5438

5439

School Finance

DESCRIPTION
Grants-In-Aid-Restricted, Federal through State
Amounts received from the federal government
through the state.

Special Vocational Projects/Other

Vocational Leadership revenue for specia projects
or other programs not listed in revenue codes
5424-31.

Future Program

Future Program
Future Program
Future Program
Future Program

Vocational Education Act-Title |, Basic Grant
Allocation of funds to improve vocational

education programs with the full participation of
individuals who are members of specia populations.
(Vocationa Program Code 13-24)

Future Program
Future Program

Vocational Education Act-Title |1, Tech Prep Program
Grantsto LEAsfor the development

of four-year programs to provide a strong link
between secondary and postsecondary educational
institutions. (Vocational Program Code 46-07)

Future Program

Future Program

Future Program

Job Training Partnership Act (JTPA)

Includes only federal JTPA revenue flowing through

DESE. (JTPA direct from other sources should be
coded 5482.)

Adult Basic Education (ABE) - Federal

Amounts received from the federal government flowing
through the state for adult education programs. (See
aso Adult Basic Education - State, 5337.)

Future Program
Future Program
Future Program
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PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund |
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Change 5 — January 15, 2001
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SECTION: ACCOUNTING

SUBJECT: REVENUE OBJECT CODE DESCRIPTIONS

PROCEDURE NO: CDE-405

CODE
CLASS

DETAIL

5441

5442

5443

5445

5446

5447

5448

5449
5451

5452

5453

5454

5455

School Finance

DESCRIPTION
Individuals with Disabilities Act (IDEA)
Amounts received through PL 102-142, previously
known as PL 94-142, "Education of the Handicapped,
Act B.” (Includes Sliver Grant, Program Code SL-01.)

Early Childhood Specia Education - Federal

Amounts received from the federal government for
early childhood special education programs. Includes
IDEA, Part H/PL 102-119 & Section 619 grants.

Future Program

Future Program

School Lunch Program

Amounts received directly through DESE Food Service
for the National Food Lunch Program. (Revenue
received directly from the MO Dept. of Health

is coded 5481.)

School Breakfast Program

Amounts received directly through DESE for the
School Breskfast Program. Includes receipts from
one-time grant for breakfast program start-up.

Special Milk Program
Amounts received directly through DESE for the
Specia Milk Program.

After School Snack Program

PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.
Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

General Fund

General Fund

General Fund

General Fund

Funds received as the USDA Federal reimbursement for
allowable snack program expenditures. Revenue received
from sources other than USDA for this program should be

reported as 5165, Food Service Non-Program.
Expenditures should be reported in 2561-Food Service.

Future Program

Title | - Elementary and Secondary Education
Amendments of 1965 (ESEA)

Amounts received through Regular Title |, appropriated
from the US Congress. (Formerly Chapter 1)

Title| - ESEA, Migrant
Amounts received through the state for
supplementary services to migratory children.

Future Program

Future Program

Title VI - ESEA, Innovative Education Programs
Amounts received through the state to support

educational reform. Includes Smaller Class Size
Initiative. (Formerly Chapter 2, Formula Grant)
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Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capita Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capita Projects Fund.
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SUBJECT: REVENUE OBJECT CODE DESCRIPTIONS

PROCEDURE NO: CDE-405

CODE
CLASS

DETAIL

5456

5457

5458

5459

5460-79

5461

5462

5463

5464

5465

School Finance

DESCRIPTION
Goals 2000, Title IV, LIFT Grant
Amounts received from Literacy Investment for
Tomorrow (LIFT) and Parents as Teachers National
center passing through the state for the Parents as
Teachers program to serve high needs families with
3-4 year old children.

Goals 2000, Educate America Act, Titlelll,
Systemic Improvement Grant

Amounts received from the federal government
through DESE for districts to implement locally
developed improvement plans directed towards
meeting the state content and performance standards.

Goals 2000, Teacher Preservice and Professional
Development Grant

Amounts received through the state in the form of
competitive grants (no local match) for teacher
preservice and professional development programs.

Future Program

Other Federal Restricted, Through the State

TitlelV - ESEA, Safe and Drug Free Schools and
Communities

Amounts received through the state for drug education
and violence prevention programs.

Emergency Immigrant Education
Amounts received through the state for immigrant

students.

Education for Homeless Children and Y outh

Amounts received through the state for supplementary
services to improve the effectiveness of education

of homeless children and youth. Funded through the

Stewart B. McKinney Homeless Children and Y outh Act.

Foreign L anguage Assistance Program
Amounts received through the state for demonstration
grantsin critical foreign languages.

Title 1l - ESEA, Eisenhower Professional Development

Amounts received through the state for professional
development in core subject areas.
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PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EX CEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capitd Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board

Change 5 — January 15, 2001
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SUBJECT: REVENUE OBJECT CODE DESCRIPTIONS

PROCEDURE NO: CDE-405

CODE

CLASS DETAIL

5466

5467

5468

5469

5471

5472

School Finance

DESCRIPTION
Technology Literacy Challenge Fund (TL CF) Grant

Amounts received from the federal government through

the state for technology literacy programs. TLCF
provides competitive, matching-fund grants for two

types of programs: (1) Infrastructure grants to provide
classroom computers and Internet access to districts with
high levels of poverty and low levels of technology, and

(2) Teaching and Learning grants to address staff

technology training and curriculum integration projects.

School-Age Care Discretionary Fund Grant
Federal dollars received through MO Dept. of Health

disbursed by DESE in the form of competitive School-

Age Care (SAC) Grants to be used for the purchase
of materials, supplies, equipment, training, salaries
for activities, development of curriculum or other
needed services (other than salaries for program
operation), licensing and accreditation. These local
grants are used by districts to implement or improve

on existing quality SAC Programsin public schools only.

Futures Program, Job Development, Adult Basic
Education (ABE)

Federal dollars received from the US Dept. of Health
and Human Services through the MO Dept. of Social
Services, Div. of Family Services passed through MO
Dept. of Elem. and Sec. Ed. for adult basic education.

Futures Program, Job Development, Early Childhood
Parents As Teachers (PAT)

Federal dollars received from the US Dept. of Health
and Human Services through MO Dept. of Social
Services, Div. of Family Services, passed through
MO Dept. of Elem. and Sec. Ed. for Early Childhood/
Parents As Teachers programs.

Futures Program, Job Development, Job Training
Federal dollars received from the US Dept. of Health
and Human Services through MO Dept. of Social

Services, Div. of Family Services, passed through MO

Dept. of Elem. and Sec. Ed. to school districts for job
training programs.

Child Care Development Fund Grant

Federal dollars received through MO Dept. of Health
disbursed by DESE. Revenue may be received from
both Early Childhood and Community Education
School-Age Care Sections in the form of competitive

grants to be used for the purchase of materials, supplies,
equipment, training, salaries for activities, development

of curriculum or other needed services (other than
than salaries for program operation), licensing
and accreditation of local programs.
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PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capitd project purposes
shall be placed in the Capital Projects fund.

Placed in the Generd or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Change 5 — January 15, 2001
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CODE
CLASS DETAIL

5473

5474

5475

5476

5477

5478

5479

5480-89

5481

5482

School Finance

DESCRIPTION
National and Community Service Trust Act of 1993
Grant revenue flowing from the US Dept. of Labor
through MO Dept. of Elem. and Sec. Ed. used to
develop in-school volunteer programs such as
nursing home visitation, clean-up of local parks,
tutoring, big brother/big sister, etc. Also known as
“Learn and Serve America” and “ Missouri Service
Learning.” (Includes Service Learning and L eader
Schooal.)

School to Work Grant

US Dept. of Education revenue passing through the

state for programs encouraging direct entry into the

labor force. (Vocational program code 47-18, 47-19)
AIDS Education Grant

Amounts received for AIDS education programs.

Even Start Family Literacy
Amounts received through the state for demonstration
of family literacy programs.

Federal Emergency Management Agency (FEMA) Funds
Amounts received from the federal government passing
through the State Emergency Management Agency

for the federal match portion of disaster funds

received as aresult of a Presidential Disaster Declaration.

Vocational Rehahilitation

Amounts received as true revenue for the V ocational
Rehabilitation Program. Does not include amounts
received by adistrict as areimbursement for expenditures.

Enalish as a Second Language (ESL )/Bilingual

Amounts received for programs that address
English as a Second Language.

Other Grants-In-Aid-Restricted, Federal
Amounts received directly from the federal
government/federal agencies.

Summer Food Service Program
Amounts received from the MO Dept. of Health and
NOT apart of the regular food service program.

Job Training Partnership Act (JTPA)
JTPA revenue received from sources other than DESE.
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PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Specia Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.
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CODE
CLASS

DETAIL

5483

5484

5485

5486

5487

5488

5489

5491
5492
5494
5495
5496
5493
5497

School Finance

DESCRIPTION
Headstart
Amounts received as a sub-grantee (delegate) to
operate a headstart program.

Pell Grants

Amounts received from the federal government for

an individual which enables that individual to enroll in

an adult education program. This grant should not be

handled as areceipt to the district but rather as a pass-
through to the individual.

Desegregation Aid
Amounts received from the federal government

for desegregation purposes.

Impact Aid, Restricted Purpose

Amounts received from the federal government by
LEASs (due to federa activities) for a specific
purpose.

Future Program

Goals 2000, Educate America Act, Title VI,
Safe Schoals

Amounts received directly from the federal
government to plan and promote school safety
programs directed towards reducing school
violence and discipline problems.

Facilities Infrastructure Improvement Grant

Amounts received from the US Secretary of Education
through Title X1 of the “Improving Americas Schools
Act” to ensure the health and safety of students
through the repair, renovation, ateration and
construction of public elementary or secondary school
libraries, media centers, or facilities used for academic
or vocational instruction (competitive grant).

Future Program
Future Program
Future Program
Future Program
Future Program
Future Program

Other Federal Revenue

Amounts received from federal sources not listed
above. (Example - Refund of crude oil overcharge.
Includes Comprehensive School Reform Grant.)
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PLACEMENT

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

General Fund

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the General or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenues received for capital projects purposes
shall be placed in the Capital Projects Fund.

Placed in the Capital Projects Fund except for
that portion received for administrative costs
which shall be placed in the General Fund.

Placed in the Genera or Special Revenue Fund
at the discretion of the local board EXCEPT that
revenue received for capital projects purposes
shall be placed in the Capital Projects Fund.

Change 5 — January 15, 2001
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SUBJECT: REVENUE OBJECT CODE DESCRIPTIONS PROCEDURE NO: CDE-405
CODE
CLASS DETAIL DESCRIPTION PLACEMENT
5498 Future Program
5500 Noncash - Revenue from Federal Sources
5510 Donated Commodities
5511 Donated Commodities

The value of donated commodities (food products) as
received from the US Department of Agriculture,
distributed through the Dept. of Elem. and Sec. Ed.,
School Food Service.

5600 Non-Current Revenue
5610 Sale of Bonds

5611 Sale of Bonds Capita Projects Fund
Amounts received as principal from the sale of bonds.

5630 Insurance

5631 Net Insurance Recovery General Fund or Capital Projects Fund
Compensation or insurance recoveries for loss of based on the category of loss.
school property above the cost of actual replacement
or property not being replaced. (See Casualty/Loss
Clearing Account, General Ledger Account 3320.)

5640 Sde of School Buses

5641 Sdle of School Buses Capital Projects Fund
Amounts received from the sale of school buses.

5650 Sale of Other Property

5651 Sale of Other Property Capita Projects Fund
Amounts received from the sale of equipment such as
cafeteria or instructional equipment. Also includes
amounts received from the sale of abuilding or land
or acombination of both. The sale of abuilding
representing a vocational project for resaleis credited
in the Genera Fund to inventory for Resale, General
Ledger Account 1315.

5690 Other Non-Current Revenue
5691 Temporary Direct Deposit Revenues Debt Service Fund
Amounts received from the Dept. of Elem. and Sec. Ed.
representing the portion of stateaid which is directly
deposited into a designated trustee account for the
participation in the MO Health and Educational
Facilities Authority (MOHEFA) Direct Deposit Program.

5692 Refunding Bonds Proceeds from a bond refunding are placed in
Proceeds from arefunding of general obligation bonds the Debt Service Fund.
(See also PROCEDURE NO: PRC-522, General
Obligation Bonds concerning the placement of refunding
bonds).
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CODE

CLASS DETAIL

5800

5810

5811

5812

5820

5821

5830

5831

5840

5841

DESCRIPTION
Amounts Received from Other LEAs

Tuition from Other LEAS

Tuition from Other L EAs - Reqular Term
Amounts received from other LEAs for the
regular school term.

Tuition from other L EAs - Summer School
Amounts received from other LEAs for summer
school.

Area Vocational School Fees from Other LEAs

Area Vocationa School Fees from Other LEAS

Contracted Educational Services from Other LEAS

Contracted Educational Services from Other LEAS
Includes amounts received as Local Tax Effort from
another school district.

Transportation Amounts Received from Other LEAS

Transportation Amounts Received from Other LEAS
Amounts received for interdistrict transportation

of other districts' students and amounts received
from adistrict serving as fiscal agent for Early
Childhood Specia Education (ECSE) transportation

PLACEMENT

Placed in the General and Special Revenue
Fund at the discretion of the local board.

Placed in the General and Special Revenue
Fund at the discretion of the local board.

Placed in the General and Specia Revenue
Fund at the discretion of the local board.

Placed in the General and Specia Revenue
Fund at the discretion of the local board.

Genera Fund

General Fund

General Fund

The manual user will observe that many revenue object codes do not have a significant digit in the fourth position. The individual school
districts have the option of using these unspecified areas for local informationa needs. For instance, in account 5150-Food Service - Pupils,
it may be important to adistrict to utilize the following subobject classification:

CODE
CLASS DETAIL
5150

5151

5152

5153

5154

School Finance

DESCRIPTION

Food Service - Pupils

School Lunch - Regular
School Lunch - Reduced Price
Breakfast - Regular

Breakfast - Reduced Price
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SUBJECT: EUNCTION CODE DESCRIPTIONS PROCEDURE NO: CDE-406

VI.

Function Code Descriptions

Function means the action or purpose for which a person or thing is used or exists. Function includesthe
activities or actions which are performed to accomplish the objectives of the school district. The activities
of alocal school system referred to as the local educational agency (LEA) are classified into five broad areas
or functions: Instruction, Supporting Services, Operation of Non-Instructional Services, Facilities
Acquisition/Construction Services, and Debt Service. Code numbersin the CLASS column and middie
(subclass) column ending in zero are for subtotaling purposes only and are not used for posting
transactions.

Function/program coding and expenditure object coding (see also PROCEDURE NO: CDE-407, Expenditure
Object Code Descriptions) are based on either (1) uses of the revenues providing for services, or (2)
statutory or administrative rule requirements for usage. Very few revenue codes have their own
corresponding separate specific function/program code. Generally, if revenues are to be used todirectly
affect classroom instruction for students, then the function/program codes will be in the 1000 series and
more specifically will be broken down by building level grouping (elementary, middle/junior high, or senior
high) or unigue program services such as summer school, special education, compensatory education,
tuition to other districts, etc.

If revenues are used toindirectly affect classroom instruction for students, then the function/program codes
will probably bein the 2000 series such as media services, professional development, administration,
transportation, food service, etc. (See Part 111-A of the Annual Secretary of the Board Report (ASBR) to see
thisrelationship.)

CODE

CLASS DETAIL DESCRIPTION

1000

1100

Instruction - Instruction includes the activities dealing directly with the teaching of pupils,
or theinteraction between teachers and pupils. Teaching may be provided for pupilsin a
school classroom, in another location such asin ahome or hospital, and in other learning
situations such as those involving co-curricular activities. It may also be provided
through some other approved medium such astelevision, radio, telephone, and
correspondence. Included here are the activities of aides or assistants of any type (clerk,
graders, teaching machines, etc.) which assist in the instructional process.

Regular Programs - Instructional activitiesthat provide pupilsin grades K-12 with learning
experiences to prepare them for activities as citizens, family members, and non-vocational
workers; and are contrasted with programs designed to improve or overcome physical,
mental, social, and/or emotional handicaps.

1110-20 Elementary

1101 Early Childhood - Only for those programswith formal classroom instruction for three and
four year-old students. Others should use Function 3000, Community Services, or
Function 1281, Specia Education, three and four year-old children.

1111 Elementary - L earning experiences which are concerned with knowledge, skills,
appreciation, attitudes, and behavioral characteristics considered to be needed by all
pupilsin terms of their awareness of the world relating to work and life
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CODE

CLASS DETAIL

11

1130-40

1131

1150-80

1151

1190

1191

1192

1210

1211

School Finance

DESCRIPTION
Continued - within our culture which should be achieved during the elementary school
years. Atthe LEA's option, thisfunction may be subdivided to indicate kindergarten,
language arts, mathematics, social studies, etc.

Middle/Junior High

Middle/Junior High - Learning experiences which are concerned with knowledge, skills,
appreciation, attitudes, and behavioral characteristics considered to be needed by all
pupilsin terms of understanding themselves and their relationships with society and
various career clusters, which should be achieved during the middle school years. At the
LEA's option, this function may be subdivided to indicate language arts, mathematics,
social studies, etc.

High School

High School - L earning experiences concerned with knowledge, skills, appreciation,
attitudes, and behavioral characteristics considered to be needed by all pupilsin terms of
understanding themselves and their relationships with society and the various
occupations and/or professions which normally may be achieved during the high school
years. At the LEA'soption, thisfunction may be subdivided to indicate language arts,
mathematics, social studies, contracted satellite education programs, etc.

Other Reqular Instruction

Summer School - Regular summer school programs.

Juvenile Program - Expenditures incurred by the providing district for the juvenile
program.

Special Programs - Instructional activities designed primarily to deal with pupil
exceptionalities. The Specia Program Service Areaincludes pre-kindergarten,
kindergarten, elementary and secondary service for the (1) Gifted and Talented; (2)
Mentally Retarded; (3) Physically Handicapped; (4) Socialy and/or Emotionally
Handicapped; (5) Culturally Disadvantaged; (6) Pupils with Learning Disabilities; (7)
Bilingual Education; and (9) Other Special Programs for other types of students.

Gifted

Gifted and Talented - Programs for pupils who exhibit precocious devel opments of mental
capacity and learning potential and/or talents as determined by competent professional
evaluation to the extent that continued educational growth and stimulation could best be
served by an academic environment beyond that offered through a standard grade level
curriculum.

Mentally Retarded - Programs for pupilsidentified who exhibit significantly subaverage
general intellectual functioning which exists concurrently with deficitsin adaptive
behavior and is manifested during the developmental growth of the pupil.
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1221

1230

1231

1232

1233

1234

1235

1236

1237

School Finance

DESCRIPTION

Mild/Moderate Mentally Retarded - Programs for those pupils who benefit from academic
instruction, communication and social skill development, and vocational training, but
require specialized instruction to realize maximum attainment and meaningful integration
into adult society. Moderately Mentally Retarded - Those pupils who benefit from
vocational, communication, social and self-care training and limited academic instruction.

Severe/Profound Mentally Retarded - Programs for pupils who benefit from vocational,
functional, communication, and self-care training. Profoundly Mentally Retarded - Those
pupils who are capable of very little self care, develop limited sensorimotor function and
must have constant aid and supervision to survive.

Physically or Sensorially Handicapped - Special learning experiences for pupilsidentified
as having one or more physical handicaps; e.g., the blind, the hearing impaired, the
speech impaired, and the crippled.

Remedial Speech and L anguage - Programs for pupils whose speech or language deviates
so far from other individualsin agroup that it calls attention to itself, interfereswith
communication, or causes its possessor to be maladjusted.

Developmental Speech and L anquage - Programs for pupils requiring developmental
speech and language services generally evidenced by significantly low maturation level of
skills development to the extent that intensive remedial intervention is required.

Physically Disabled - Programs for pupils who have conditions such as cerebral palsy,
spinabifida, muscular dystrophy, congenital defects, adventitious defects, and other
physical defectsin varying degrees requiring special adaptation and modification of
school facilities and equipment.

Other Health Impaired - Programs for pupils who are handicapped in their progress
because of limited strengths, vitality, and alertness due to chronic health problems such
as heart conditions, tuberculosis, rheumatic fever, nephritis, asthma, sickle cell anemia,
hemophilia, epilepsy, lead poisoning, leukemia, diabetes, or other illness. (Includes
Homebound Instruction.)

Partially Seeing - Programs for pupils whose visual acuity isso limited asto require
specific educational compensation of asignificant nature in order that the learning needs
of the pupil can be adequately met.

Blind - Programs for pupils whose visual acuity is so limited asto require a comprehensive
educational program involving compensatory servicesincluding but not limited to large
print materials, utilization of recorded materials, mobility training, devel opmental Braille
skills, and self-help and daily care skills development.

Hard of Hearing - Programs for pupils whose hearing isimpaired to the extent that

language, social and/or academic development is restricted to asignificant degree but
who isnot eligible for placement in classes for the deaf.
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1238

1239

1240

1241

1250

1260

1261

1270

1271

1280

1281

School Finance

DESCRIPTION

Deaf - Programsfor pupilswith no hearing or limited residual hearing sensitivity whichis
not sufficient to enable understanding of spoken language nor to develop language
successfully even with a hearing aid without specialized instruction.

Deaf-Blind - Programs for pupils who are totally unable to hear or see and thus cannot
develop their educational potential without specialized services.

Emotionally/Behaviorally Disturbed - Specia learning experiences for pupilsidentified as
having social and/or emotional problems; e.g., emotionally disturbed and delinguency
prone.

Behavior Disorders - Programs for pupils who exhibit one or more of the following
characteristics over an extended period of time to amarked degree and require special
services: (1) Difficultiesin learning that cannot be explained in intellectual, sensory, or
other health factors; (2) Difficultiesin building or maintaining satisfactory interpersonal
relationships with peers, parents, and teachers; (3) The general pervasive mo od of
unhappiness or depression; and (4) A tendency to develop physical symptoms, pains, or
fears associated with personal or social problems.

Culturally Different - Special learning experiences for pupils whose background is so
different from that of most pupils that they have been identified as needing additional
educational opportunities beyond those provided in the usual school program if they are
to be educated to the level of their ability. Title| - ESEA (formerly Chapter 1) eligible
expenditures would be included in this function.

Pupils With L earning Disabilities - Special learning experiences for pupilsidentified as
having deficiencies in one or more aspects of the cognitive process and as being
underachieversin relation to the general level or mode of their overall abilities.

Learning Disability - Programs for pupils who have near average, average, or above
average intelligence but who may manifest mild-to-severe difficulty with perception (the
inability to attach meaning to sensory stimuli), conceptualization, language, memory,
motor skill, and control of attention.

Bilingual

Bilingual - Special learning experiences for pupils from homes where the English language
is not spoken.

Early Childhood Special Education - Services for pupilsidentified as being disabled and
who are three or four years of age and five year old pupils not enrolled in kindergarten.

Early Childhood Special Education - Services provided for pupils with disabilities which
are non-categorical but based on significant delaysin development which affect the
pupils educational performance. See Function 3500, Early Childhood Program, or Function
1101, Early Childhood.
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1290

1291

1292

1293

1294

1295

1300

1310

1311

1320

1321

School Finance

DESCRIPTION

Other Special Programs

Special Education Summer School - Summer school programs provided for pupils with
exceptionalities.

Autism- Services provided for pupils with adevelopmental disability which may occur
concurrently with other disabilities. Onset occurs during infancy or early childhood and
is behaviorally defined to include disturbancesin: 1) developmental rates and/or
sequences; 2) responses to sensory stimuli; 3) speech, language, and cognitive
capacities; and, 4) capacitiesto relate to people, events, objects, and which adversely
affects educational performance.

Traumatic Brain Injury - Services provided for pupils with an acquired injury to the brain
caused by an external event resulting in total or partial functional disability or
psychosocial maladjustment that adversely affects educational performance.

Multiple Disabilities - A term referring to physical and/or sensory impairments occurring
in combination with each other or concomitantly with other disabling conditions. The
combination of these disabilities causes significant educational problems.

Other Special Education Programs - Services provided for pupils with disabilitiesthat are
not specifically addressed above.

Vocational Programs - L earning experiences which will provide individuals with the
opportunity to develop the necessary knowledge, skills, and attitudes needed for
employment in an occupational area.

Applied Biological

Applied Biological and Agriculture - Comprised of the group of related courses or units of
subject matter which are organized for carrying on learning experiences concerned with
preparation for or upgrading in occupations requiring knowledge and skillsin agriculture
subjects. The functions of agricultural production, agricultural supplies, ornamental
horticulture, agricultural resources, forestry, and the services related thereto, are
emphasized in the instruction designed to provide opportunities for pupilsto prepare for
or improve their competenciesin agricultural occupations. An agricultural occupation
may include one or any combination of these functions.

Health Occupations

Health Occupations - Comprised of the body of related subject matter or the body of
related courses and planning experiences designed to impart knowledge and develop
understanding and skills required to support the health professions. Instructionis
organized to prepare pupils for occupational objectives concerned with assisting qualified
personnel in providing diagnostic, therapeutic, preventive, restorative, and rehabilitative
services to people, including understanding and skills essential to provide care and health
servicesto patients.
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1330

1331

1340

1341

1350

1351

School Finance

DESCRIPTION

Business, Marketing, and Management (Distributive Education)

Business, Marketing, and Management - Includes, but is not limited to, those activities
involved in the systematic distribution of products and services to the consumer.
Activitiesinclude organizational supervision and management, sales, distribution,
communications, record keeping, and others needed to support and evaluate those
functions, excluding specul ative and manipulative marketing practices. Sales-supporting
functions are buying, transporting, storing, promoting, financing, marketing research, and
management. Emphasisis on the development of attitudes, skills, and understanding
related to marketing, merchandising, and management. Also included are avariety of
activities, such asrecording and retrieval of data, supervision and coordination of office
activities, internal and external communications, and the reporting of information in the
area of communications and record keeping.

Personal and Public Services

Personal and Public Services - Derived from many of the traditionally recognized
vocational education disciplines, including both Personal Service Occupations and Public
Service Occupations. Personal Service Occupations include those involving meeting the
needs of theindividual for his’her own betterment as a member of society.

Personal Services Occupationsinclude, but are not limited to, those occupations which
provide services desired and needed by the consumer in the management of his’her home
and possessions in addition to his/her day-to-day living. Some of the occupational
programs related to personal services are food services, clothing services, services related
to care of individuals (children, elderly, others), services for homes, and equipment and
personal improvement services.

Public Service Occupations include those occupations invol ving guardianship,
maintenance, and improvement of the public domain for the general welfare of society.
Public Service Occupations related to human servicesinclude, but are not limited to,
educational assistants and training specialists, hospitality employees, and social service
workers.

Some of the municipal servicesincluded in Public Service Occupations are services related
to sanitation and transportation, regulatory services and records, urban devel opment
services, park and recreation services, public safety and corrections services, and other
community services such as postal services.

Industrial Oriented Occupations

Industrial Oriented Occupations - Concerned with preparing persons for initial
employment, or for upgrading or retraining workersin awide range of trade and industrial
occupations. Such occupations are skilled or semiskilled and are concerned with layout
designing, producing, processing, assembling, testing, maintaining, servicing, or repairing
any product or commodity. Included isinstruction for apprenticesin apprenticeable
occupations or for journeymen already engaged in atrade
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1351 Continued - or industrial occupation. Also included istraining for certain

semiprofessional occupations considered to be trade and industrial in nature.

1360 Other Vocational Programs
1361 Other Vocational Programs - Other V ocational Programs not specifically addressed above.
1400 Student Activities
1410 School-Sponsored Co-curricular Activities
1411 Student Activities - Direct and personal services for public school pupils, such as

entertainment, publications, clubs, band and orchestra, that are managed or operated by
the student body under the guidance and direction of an adult, and are not a part of the
regular instructional program. These activities are characterized by being not-for-credit,
other than school hours, interests of students and partially or wholly self-sustaining via
dues and admissions. Code may be incremented sequentially by one to cover the various
activitiesindividually. Contracted non-route transportation expense incurred transporting
students to and from activity or field trips are included here.

1420 School-Sponsored Athletics - Under the guidance and supervision of the LEA staff,
athletics that provide opportunities for students to pursue various aspects of physical
education. Athletics normally involve competition between schools and frequently
involve offsetting gate receipts or fees.

1490 Other - Activities that provide students with learning experiences not specifically
addressed above.

1600 Adult/Continuing Education Programs - L earning experiences provided by the LEA for the
educational, vocational, recreational, cultural and/or enrichment of community members.
These |earning experiences promote involvement of community with the LEA and address
the needs of the community while improving the quality of life for everyone. These are
learning experiences designed to develop knowledge and skills to meet immediate and
long-range educational objectivesfor community members who have completed or
interrupted formal schooling. Programsinclude activities to foster development of
fundamental tools of learning, to prepare for anew or different career, to prepare for an
advanced education program, to upgrade occupational competencies, to develop skills
and appreciation for special interests, to enrich the aesthetic qualities of life, and to
provide school/community partnerships.
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1610

1611

1620

1621

1630

1631

1640

1641

1650

1651

1660

1661

1670

1671

School Finance

DESCRIPTION

Adult/Continuing Basic Education Programs

Adult Basic Education - L earning experiences concerned with the fundamental tools of
learning for adults. These are adults who have never attended school or have interrupted
formal schooling and need this knowledge and these skillsto raise their level of education
for self-confidence, self-determination, for preparation for an occupation, and for
functioning more responsibly as citizens in ademocracy.

Advanced Adult Education

Advanced Adult Education - Learning experiences designed to develop knowledge, skills,
appreciation, attitudes, and behavioral characteristics considered to be needed by adults.
These are adults who, having completed or interrupted formal schooling, have accepted
adult roles and responsibilities and are preparing for post-secondary careers and/or post-
secondary education programs.

Adult Occupational

Adult Occupational - L earning experiences which are concerned with skills and knowledge
designed primarily to prepare learners for immediate employment in an occupation or
cluster of occupations. (Thisisthe sametype program as that for secondary or junior
college students but differs only in the type of pupils served: Adults.)

Adult Upgrading in Current Occupation

Adult Upgrading in Current Occupation - Learning experiences which are concerned with
skills and knowledge designed primarily for extending or updating workers' competencies
for occupationsin which they are employed.

Adult Retraining for New Occupation

Adult Retraining for New Occupation - Learning experiences which are concerned with
skills and knowledge designed primarily for preparation for employment in anew and
different occupation.

Adult and Community Continuing Education

Adult and Community Continuing Education - Learning experiences which are concerned
with skills and knowledge designed primarily for adults preparing for a subordinate
occupation in addition to one's vocation. Such programs may be called avocational
programs.

Community Education/Life Enrichment

Community Education/L ife Enrichient - Learning experiences which are concerned with
skills and knowledge designed primarily for enjoyment without regard to avocation.
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1690

1691

1900

1910

1920

1930

1940

2100

2110

School Finance

DESCRIPTION

Other Adult/Continuing Education Programs

Other Adult/Continuing Education Programs - Other Adult/Continuing Education
Programs not specifically addressed above.

Payments to Other Districts - Conduit-type paymentsto LEAs generally for tuition for
services rendered to pupils residing in the paying LEA. (These are not counted in State
totals of expenditures.)

Tuition to Other Districts - Payments from one school district to another school district,
usually from asix director elementary to a high school district, may also cover those
instancesin which pupils are legally assigned to another district. The district of residency
must pay tuition to the receiving district to claim Average Daily Attendance (ADA) for
State Foundation Aid. Includes bill back for local effort. Paid from the General

(Incidental) or Special Revenue (Teachers) Fund.

AreaVocational School Fees - Amounts paid to support teachers' salaries, supplies,
capital outlay items, and other expensesincurred in offering avocational program. Itis
suggested that Area Vocational Schools cost out their programs by Fund and bill the
sending districts accordingly. Paid from the General or Special Revenue Fund.

Tuition, Severely Handicapped Program - Tuition paid to state institutions or
private/philanthropic institutions approved by the Special Education Section of DESE.

Contracted Educational Services - Amounts paid to other school districts for certain
cooperative services that are shown as gross expenditures in the receiving district’s
financial statements. (This could include contracted satellite education programs such as
foreign language or math courses.) Contracted educational servicesincluding educational
TV/satellite programs would typically be coded to Instructional Services, Object Code
6311. If contracted educational television services are being paid from textbook revenue,
the expenditure must be coded to Free Textbook Fund, Object Code 6420.

Support Services - Support services are those services which provide administrative,
technical (such as guidance and health), and logistical support to facilitate and enhance
instruction, and to alesser degree, community services. Supporting services exist as
adjuncts for the fulfillment of the objectives of instruction, rather than as entities within
themselves.

Support Services- Pupils - Activities which are designed to assess and improve the well-
being of pupilsand to supplement the teaching process.

Attendance and Social Work Services - Those activities which have as their purpose the
improvement of the attendance of pupils at school and which attempt to prevent or solve
pupil problemsinvolving the home, school, and community.
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2111

2112

2113

2114

2119

2120

2121

2122

2123

School Finance

DESCRIPTION

Service Area Direction - The activities concerned with directing, managing, and
supervising Attendance and Social Work Services.

Attendance Services - Those activities such as prompt identification of patterns of
nonattendance, promotion of positive attitudes toward attendance, analysis of causes of
nonattendance, early action on problems of nonattendance, and enforcement of
compulsory attendance laws.

Social Work Services - Those activities such asinvestigating and diagnosing pupil
problems arising out of the home, school, or community; casework and group work
services for the child, parent, or both; interpreting the problems of pupilsfor other staff
members; and promoting modification of the circumstances surrounding the individual
pupil which are related to his’her problem insofar as the resources of the family, school,
and community can be effectively brought to bear upon the problem.

Pupil Accounting Services - Those activities of acquiring and maintaining records of
school attendance, location of home, family characteristics, and other census data.
Portions of these records become a part of the cumulative record which is sorted and
stored for teacher and guidance information. (Includes handicapped census expense.)

Other Attendance and Social Work Services - Other Attendance and Social Work Services
not specifically addressed above.

Guidance Services - Those activities of counseling with pupils and parents, providing
consultation with other staff members on problems, evaluating the abilities of pupils,
assisting pupils to make their own educational and career plans and choices, assisting
pupilsin personal and social development, providing referral assistance, and working with
other staff membersin planning and conducting guidance programs for pupils.

Service Area Direction - The activities concerned with directing, managing, and
supervising Guidance Services.

Counseling Services - Those activities concerned with the relationship between one or
more counselor(s), between one or more pupils as counselee(s), between students and
students, and between counsel ors and staff membersin which the pupil is helped to
understand his/her educational, personal, and occupational strengths and limitations;
relate his/her abilities, emotions, and aptitudes to educational and career opportunities;
utilize hig’her abilitiesin formulating realistic plans and achieve satisfying personal and
social development.

Appraisal Services - Those activities having as their purpose an assessment of pupil
characteristics, which are used in administration, instruction, and guidance, and which
assist the pupil in assessing his/her purposes and progress in career development and
personality development. Test records and materials used for pupil appraisal are usually
included in each pupil's cumulative record.
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2124

2125

2126

2129

2130

2131

2132

2133

2134

2139

School Finance

DESCRIPTION

Information Services - Those activities organized for the dissemination of educational,
occupational, and personal social information to help acquaint pupils with the curriculum
and with educational and vocational opportunities and requirements. Such information
might be provided directly to pupils through activities such as group or individual
guidance, or it might be provided indirectly to pupils, through staff members or parents.

Record Maintenance Services - Those activities organized for the compilation,
maintenance, and interpretation of cumulative records of individual pupils, including
systematic consideration of factors such as the following:

Home and Family Background

Physical and Medical Status

Standardized Test Results

Personal and Social Development

School Performance

Placement Services - Those activities organized to help place pupilsin appropriate
educational situations whilethey are in school, in appropriate part-time employment while
they arein school, and in appropriate educational and occupational situations after they
leave school; and to facilitate pupil's transition from one educational experienceto
another. This may include, for example, admissions counseling, referral services,
assistance with records, and follow-up communications with employers.

Other Guidance Services - Other Guidance Services not specifically addressed above.

Health Services - Physical and mental health services which are not direct instruction.
Included are activities that provide pupils with appropriate medical, dental, and nursing
services.

Service Area Direction - The activities concerned with directing, managing, and
supervising Health Services.

Medical Services - Those activities concerned with the physical and mental health of
pupils, such as health appraisals screening for vision, communicable diseases, and
hearing deficiencies; screening for psychiatric services; periodic health examinations;
emergency injury and illness care; and communications with parents and medical officials.

Dental Services - Those activities concerned with dental screening, dental care, and
orthodontic activities.

Nursing Services - Those activities associated with nursing which are not instruction,
such as health inspection, treatment of minor injuries, and referrals for other health

Services.

Other Health Services - Other Health Services not specifically addressed above.
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2140

2141

2142

2143

2144

2149

2150

2151

2152

2153

School Finance

DESCRIPTION

Psychological Services - Those activities concerned with administering psychol ogical
tests and interpreting the results; gathering and interpreting information about pupil
behavior; working with other staff membersin planning school programsto meet the
special needs of pupilsasindicated by psychological tests; behavioral evaluation; and
planning and managing a program of psychological services, including psychological
counseling for pupils, staff, and parents.

Service Area Direction - The activities concerned with directing, managing, and
supervising Psychological Services.

Psychological Testing Services - Those activities concerned with administering
psychological tests, standardized tests and inventory assessments of ability, aptitude,
achievement, interests and personality, and their interpretation for pupils, school
personnel, and parents.

Psychological Counseling Services - Those activities that take place between a school
psychologist or other qualified person as counselor and one or more pupils as counselee
on which the pupils are hel ped to perceive, clarify, solve, and resolve problems of
adjustment and interpersonal relationships.

Psychotherapy Services - Those activities that provide a therapeutic relationship between
aqualified mental health professional and one or more pupils, in which the pupils are
hel ped to perceive, clarify, solve, and resolve emotional problems or disorders.

Other Psychological Services - Other activities concerned with Psychological Services not
specifically addressed above.

Speech Pathology and Audiology Services - Those activities which have as their purpose
the identification, assessment, and treatment of pupilswith impairmentsin speech,
hearing, and language.

Service Area Direction - The activities concerned with directing, managing, and
supervising Speech Pathology and Audiology Services.

Speech Pathology Services - Those activities organized for the identification of children
with speech and language disorders; diagnosis and appraisal of specific speech and
language disorders; referral for medical or other professional attention necessary to treat
speech and language disorders; provision of required speech treatment services; and
counseling and guidance of children, parents, and teachers, as appropriate.

Audiology Services - Those activities organized for the identification of children with
hearing loss, determination of the range, nature, and degree of hearing function; referral
for medical or other professional attention as appropriate to treating hearing impaired;
treatment of language impairment; involvement of auditory training, speech reading (lip
reading), and speech conservation as necessary; creation and administration of programs
of hearing conservation; and counseling and guidance of children, parents, and teachers
as appropriate.
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2159

2190

2210

2211

2212

2213

2214

2219

School Finance

DESCRIPTION

Other Speech Pathology and Audiology Services - Other activities concerned with Speech
Pathology and Audiology Services not specifically addressed above.

Other Support Services- Students - Other Support Services to students not addressed
elsewherein the 2100 entries.

Support Services- Instructional Staff - Activities associated with assisting the
instructional staff with the content and process of providing learning experiences for
pupils.

Improvement of Instruction Services - Those activities which are designed primarily for
assisting instructional staff in planning, developing, and evaluating the process of
providing learning experiences for pupils. These activitiesinclude curriculum
development, techniques of instruction, child development and understanding, staff
training, teacher mentor/professional development, etc.

Service Area Direction - The activities concerned with directing, managing, and
supervising the Improvement of Instruction Services.

Instruction and Curriculum Development Services - Those activities designed to aid
teachersin developing the curriculum, preparing and utilizing special curriculum materials,
and understanding and appreciating the various techniques which stimulate and motivate

pupils.

Instructional Staff Training Services - Those activities designed to contribute to the
professional or occupational growth and competence of members of the instructional staff
during the time of their service to the school system or school. Among these activities are
workshops, demonstrations, school visits, courses for college credit (tuition
reimbursement), sabbatical |eaves, and travel leaves. Those expendituresthat fall outside
the direction of the board approved school improvement plan.

Professional Development - Those activities designed to contribute to the professional
development of staff members during the time of their service to the school system.

Those expenditures made to meet the requirement of Section 160.530, RSMo,

(Outstanding Schools Act, 1993), to allocate at least one percent (1%) of current year

basic formula apportionment (as taken from the June monthly formula cal culation sheet
from the School Finance Section, Missouri Department of Elementary and Secondary
Education) AND expend 75% of that 1% in the year received for professional development
meeting the objectives of aprofessional development plan which meets the objectives of a
board approved school improvement plan.

Other Improvement of Instruction Services - Other activities for improving instruction not
specifically addressed above.

Educational Media Services - Those activities concerned with the use of all teaching and
learning resources, including hardware and content materials. Educational mediaare
defined as any devices, content materials, methods, or experiences used for teaching and
learning purposes. Theseinclude printed and non-printed sensory materials.
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2221

2290

2300

2310

2311

2320

School Finance

DESCRIPTION

Service Area Direction - The activities concerned with directing, managing, and
supervising Educational Media Services.

School Library Services - Those activities such as selecting, acquiring, preparing,
cataloging, and circulating books and other printed material's; planning the use of the
library by teachers and other members of the instructional staff; and guiding individualsin
their use of library books and materials, whether maintained separately or as apart of an
instructional materials center or related work-study areas.

Audiovisual Services - Those activities such as selecting, preparing, caring for, and
making avail able to members of the instructional staff the equipment, films, filmstrips,
transparencies, tapes, TV programs, Internet connections, and similar materials, whether
mai ntained separately or as apart of an instructional materials center, audio-visual center,
TV studio, and related work-study areas, and the services provided by audiovisual
personnel.

Educational Television Services - Those activities with planning, programming, writing,
and presenting educational programs or segments of programs by way of closed circuit or
broadcast television.

Computer-Assisted Instruction Services - Those activities concerned with planning,
programming, writing, and presenting educational projects which have been especially
programmed for a computer to be used as the principal medium of instruction.

Other Educational Media Services - Other Educational Media Services not specifically
addressed above.

Other Support Services- Instructional Staff - Other services supporting the instructional
staff not specifically addressed above.

Support Services- General Administration - Activities concerned with establishing and
administering policy for operating the local education agency.

Board of Education Services - The activities of the elected or appointed body which has
been created according to state law and vested with responsibilities for educational
activitiesin agiven administrative unit.

Service Area Direction - The activities concerned with Board secretary/clerical services,
Board Treasurer services, election services, legal services, audit services, and other Board
of Education Services.

Executive Administration Services - Those activities associated with the overall general
administration of or executive responsibility for the entire LEA.
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2321

2322

2323

2324

2329

2400

2410

2411

2490

24901

School Finance

DESCRIPTION

Office of the Superintendent Services - The activities performed by the superintendent
and such assi stants as deputy, associate, and assistant superintendent in general
direction and management of all affairs of the LEA.

Theseinclude all personnel and materials in the office of the chief executive officer.
Activities of the offices of the deputy superintendent and associate or assistant
superintendent should be charged here unless the activities can be placed properly into a
Service Area. Inthis case, they would be charged to Service Area Direction in that
Service Area. When two or more Service Areas are directed by the sameindividual, the
services of that individual's office are charged to the Office of the Superintendent or
prorated between the Service Areas concerned.

Community Relations Services - Those activities and programs devel oped and operated
system-wide for betterment of school/community relations.

Staff Relations and Negotiations Services - Those activities concerned with staff relations
system-wide and the responsibilities for contractual negotiations with both instructional
and non-instructional personnel.

State and Federal Relations Services - Those activities of developing and maintaining
good relationships with State and Federal officials. The activities associated with grant
procurement are included here.

Other Executive Administration Services - Other Executive Administration Services not
specifically addressed above.

Support Services- School Administration - Those activities concerned with overall
administrative responsibility for a single school or agroup of schools.

Building L evel Administration

Office of the Principal Services - The activities concerned with directing and managing the
operation of a particular school. Theseinclude the activities performed by the Principal,
Assistant Principal, and other assistantsin general supervision of all operations of the
school, evaluation of the staff members of the school, assignment of duties to staff
members, supervision and maintenance of the records of the school, and coordination of
school instructional activities with instructional activities of the LEA. Itincludesclerical
staff in teaching and administrative duties.

Other Support Services- School Administration

Other Support Services- School Administration - Other Support Services- School
Administration services which are not specifically addressed above including graduation
expenses and department chairpersons.
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CODE

CLASS DETAIL

2500

2510

2511

2520

2521

2522

2523

2524

2525

2526

School Finance

DESCRIPTION

Support Services- Business - Activities concerned with purchasing, paying, transporting,
exchanging, and maintaining goods and services for the LEA. Included are the fiscal
services, property and accounting services, operation and maintenance services, and
internal servicesfor operating all schools. This code seriesis not meant to imply an
organizational structure or administrative flow for LEAS.

Business Support Services

Service Area Direction - The activities concerned with directing, managing and
supervising Business Services.

Fiscal Services - Those activities concerned with the fiscal operations of the LEA. This
function includes budgeting, receiving and disbursing, financial and property accounting,
payroll, inventory control, internal auditing and managing funds.

Service Area Direction - The activities concerned with directing, managing, and
supervising Fiscal Services. Itincludesthe activities of the assistant superintendent,
director, or business manager in directing and managing fiscal activities, including debt
management.

Budgeting Services - Activities concerned with supervising budget planning, formulation,
control, and analysis.

Receiving and Disbursing Funds Services - Those activities concerned with taking in
money and paying it out. They include the current audit of receipts; the pre-audit of
requisitions or purchase orders to determine whether the amounts are within the
budgetary allowances and to determine that such disbursements are lawful expenditures
of the school or the school system; and the management of school funds. Payment of
fees or charges (Other Professional and Technical Services, Object Code 6319) regarding
regular banking direct deposit, automatic wire transfers of funds, etc., should be coded to
this function.

Payroll Services - Those activities concerned with making periodic payments to
individuals entitled to remuneration for services rendered. Payments are also made for
such payroll-associated costs as federal income tax withholding, retirement, and social
security. Includes IRS penalty for late payment of Federal withholding taxes.

Financial Accounting Services - Those activities concerned with maintaining records of
the financial operations and transactions of the school system. They include such
activities as accounting and interpreting financial transactions and account records.

Internal Auditing Services - Those activities concerned with verifying the account
records. Thisincludes evaluating the adequacy of theinternal control system; verifying
and safeguarding assets; reviewing the reliability of the accounting and reporting
systems; and ascertaining compliance with established policies and procedures.
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2527

2529

2540

2541

2542

2543

2544

2545

2546

2549

2550

School Finance

DESCRIPTION

Property Accounting Services - Those activities concerned with preparing and
mai ntai ning current inventory records of land, buildings, and movable equipment. These
records are used in equipment control and facilities planning.

Other Fiscal Services - Other Fiscal Services not specifically addressed above.

Operation and Maintenance of Plant Services - Those activities concerned with keeping
the physical plant open, comfortable, and safe for use; and keeping the grounds,
buildings, and equipment in an effective working condition and state of repair. This
includes activities of maintaining safety in buildings, on the grounds, and in the vicinity
of schools. Building insurance should be charged to this function.

Service Area Direction - The activities concerned with directing, managing, and
supervising the Operation and Maintenance of Plant Services.

Care and Upkeep of Buildings Services - Those activities concerned with keeping the
physical plant clean and ready for daily use. They include operating the heating, lighting,
and ventilating systems, and minor repairs. Also included are the cost of the building
rental and property insurance.

Care and Upkeep of Grounds Services - The activitiesinvolved in maintaining, in good
condition, land and its improvements other than buildings. These include snow removal,
landscaping, grounds maintenance and the like.

Care and Upkeep of Equipment Services - The activities involved in maintaining, in good
condition, equipment owned or used by the school system. These include such activities
as servicing and repairing furniture, machines, and movabl e equipment.

Vehicle Servicing and Maintenance Services (Other Than Buses) - The activities of
maintaining general purpose vehicles such as trucks, tractors, graders, and staff vehicles
in good condition. These include such activities as repairing vehicles, replacing vehicle
parts, cleaning, painting, greasing, fueling, and inspecting vehicles for safety, i.e.,
preventive maintenance.

Security Services - Those activities concerned with maintaining order and safety in school
buildings, on the grounds and in the vicinity of schoolsat all times. Included are police
activities for school functions, traffic control on grounds and in the vicinity of schools,
building alarm systems and hall monitors services.

Other Operation and Maintenance of Plant Services - Other Operation and Maintenance of
Plant Services not specifically addressed above. This could include disposal of
hazardous waste chemical s such as old science lab chemicals, etc.

Pupil Transportation - Those activities concerned with providing transportation for
students.
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2551

2552

2553

2554

2555

2558

2560

2561

2562

2563

2569

School Finance

DESCRIPTION

Contracted Pupil Transportation Services - The allowable expense incurred transporting
students to/from home and school on contracted vehicles.

District Operated Pupil Transportation Services - The allowable expense incurred
transporting students to/from home and school or to/from an activity or field trip on
district operated vehicles. (Includes drug testing/physicalsfor bus drivers.)

Contracted Handicapped Transportation Services - The alowable expense incurred
transporting handicapped/severely handicapped students on separate routes on
contracted vehicles. This expense may reflect transportation services provided during the
regular or summer school term. Includes handicapped three and four year old
transportation costs as appropriate.

District Operated Handicapped Transportation Services - The allowable expense incurred
transporting handicapped/severely handicapped students on separate routes on district
operated vehicles. Thisexpense may reflect transportation services provided during the
regular or summer school term. Includes handicapped three and four year old
transportation costs as appropriate. (Excludes school buses.)

Paymentsto Other Districts for Transportation - Amounts paid to another school district
for pupil transportation services, except amounts for handicapped routes.

Non-allowable Transportation Expense- Transportation expenses that are not specifically
defined as allowable in the Allowable Cost Rule. The costs associated with non-route
miles should not be coded in this function.

Food Services - Those activities concerned with providing food to pupils and staff in the
LEA. Thisservice areaincludesthe preparation and serving of regular and incidental
meals, lunches, or snacksin connection with school activities, and the delivery of food.

Service Area Direction - Those activities concerned with directing, managing, and
supervising Food Services.

Food Preparation and Dispensing Services - Those activities concerned with preparing
and serving regular and incidental meals, lunches, or snacks to pupils and staff the LEA.
It includes cooking, operating kitchen equipment, preparing food, serving food, cleaning
dishes, storing dishes, kitchen equipment, and cafeteriafurniture.

Food Delivery Services- Those activities concerned with delivering food to the LEA.

Other Food Services - Other Food Services not specifically addressed above (i.e., Titlel
ESEA milk and snacks).

142 July 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING CODES

SUBJECT: EUNCTION CODE DESCRIPTIONS PROCEDURE NO: CDE-406

CODE

CLASS DETAIL

2570

2571

2572

2573

2574

2579

2590

2600

2610

2611

2620

2621

2622

School Finance

DESCRIPTION

Internal Services - Those activities concerned with buying, storing, and distributing
supplies, furniture, and equipment; and those activities concerned with duplicating and
printing for the school system.

Service Area Direction - The activities concerned with directing, managing, and
supervising Internal Services.

Purchasing Services - Those activities concerned with purchasing supplies, furniture,
equipment, and materials used in schools or school system operation.

Warehousing and Distributing Services - The operation of the system-wide activities of
receiving, storing, and distributing supplies, furniture, equipment, materials, and mail.
They include the pickup and transporting of cash from school facilitiesto the central
administrative office or bank for control and/or deposit.

Printing, Publishing, and Duplicating Services - Those activities concerned with printing
and publishing administrative publications such as annual reports, school directories, and
manuals. They also include providing centralized services for duplicating school materials
and instruments such as school bulletins, newsletters, and notices.

Other Internal Services - Includes Other Internal Services not specifically addressed
above.

Other Business Support Services - Other Business Support Services not specifically
addressed above.

Support Services - Central Office - Activities, other than general administration, which
support each of the other instructional and supporting servicesprograms. These
activitiesinclude planning, research, development, evaluation, information, staff,
statistical, and data processing services.

Central Office Services

Service Area Direction - The activities concerned with directing, managing, and
supervising the central support services as a group.

Planning, Research, Development, and Evaluation Services - Those activities, on a
system-wide basis, associated with conducting and managing programs of planning,
research, development, and evaluation for a school system.

Service Area Direction - Those activities concerned with directing, managing, and
supervising Planning, Research, Development, and Evaluation Services.

Development Services - Those activities concerned with the evolving process of utilizing
the products of research and considered judgment in the deliberate improvement of
educational programs.
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2623

2624

2625

2629

2630

2631

2632

2633

2634

2639

2640

2641

School Finance

DESCRIPTION

Evaluation Services - Those activities concerned with ascertaining or judging the value or
amount of an action or an outcome by careful appraisal of previously specified datain
light of the particular situation and the goals and objectives previously established.

Planning Services - Those activities concerned with the selection or identification of the
overall, long-range goals, priorities, and objectives of the organization or program, and the
formulation of various courses of action in terms of identification of needs and relative
costs and benefits for the purpose of deciding on courses of action to be followed in
striving to achieve these goals, priorities, and objectives.

Research Services - Those activities concerned with the systematic study and
investigation of the various aspects of education, undertaken to establish facts and
principles.

Other Planning, Research, Development, and Evaluation Services - Other Planning,
Research, Development, and Evaluation Services not specifically addressed above.

Information Services - Those activities concerned with writing, editing, and other
preparation necessary to disseminate educational and administrative information to
pupils, staff, managers and the general public through direct mailing, the various news
media, or personal contact.

Service Area Direction - The activities concerned with directing, managing, and
supervising Information Services.

Internal Information Services - Those activities concerned with writing, editing, and
providing administrative information to pupils and staff.

Public Information Services - Those activities concerned with writing, editing, and other
preparation necessary to disseminate educational and administrative information to the
public through various news mediaor personal contact.

Management Information Services - Those activities concerned with writing, editing, and
other preparation necessary to disseminate to management the information needed about
the operation of the LEA and about that information needed from the community, state,
and nation in order to make logical decisions. Thisincludes administrative fees (initial
hook-up and monthly/annual fees) for Internet operations.

Other Information Services - Those activities concerned with Information Services not
specifically addressed above.

Staff Services - Those activities concerned with maintaining an efficient staff for the
school system. It includes such activities as recruiting and placement, staff transfers,
inservice training, health services, and staff accounting.

Service Area Direction - The activities concerned with directing, managing, and
supervising Staff Services.

144 July 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING CODES

SUBJECT: EUNCTION CODE DESCRIPTIONS PROCEDURE NO: CDE-406

CODE
CLASS DETAIL

2642

2643

2644

2645

2649

2650

2651

2652

2653

2659

2660

2661

2662

School Finance

DESCRIPTION

Recruitment and Placement Services - Those activities concerned with employing and
assigning personnel for the LEA.

Staff Accounting Services - Services rendered in connection with the systematic
recording and summarizing of information relating to staff members employed by the LEA.

In-Service Training for Non-instructional Staff - The activities developed by the LEA for
training of non-instructional personnel in all classifications.

Health Services - Those activities concerned with medical, dental, and nursing services
provided for school district employees. Included are physical examinations, referrals, and
emergency care.

Other Staff Services - Those Staff Services which are not specifically addressed above.

Statistical Services - Those activities concerned with manipulating, relating, and
describing statistical information.

Service Area Direction - The activities concerned with directing, managing, and
supervising Statistical Services.

Statistical Analysis Services - Those activities concerned with determining the nature and
relationships of data elementsto arrive at conclusions and recommendations. This
includes institutional, management, and program studies, such as cost effectiveness,
space utilization, and teaching load.

Statistical Reporting Services - Those activities concerned with assimilating and writing
statistical datainto reportsfor further use. Thisincludesthe preparation of reports for
internal aswell as external use, such as questionnaires and data collection forms.

Other Statistical Services - Those Statistical Services which are not specifically addressed
above.

Data Processing Services - Those activities concerned with preparing data, storing data,
and retrieving datafor reproduction asinformation for management and reporting.

Service Area Direction - The activities concerned with directing, managing, and
supervising Data Processing Services.

Systems Analysis Services - Those activities concerned with the search for and an
evaluation of alternativeswhich are relevant to defined objectives, based on judgment,
and wherever possible, on quantitative methods. Where applicable, they pertain to the
development of data processing procedures or application to electronic data processing
equipment.
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2663

2664

2669

2690

2900

3100

3200

School Finance

DESCRIPTION

Programming Services - Those activities concerned with the preparation of alogical
sequence of operationsto be performed, either manually or electronically, in solving
problems or processing data and the preparation of coded instructions and data for such
sequences.

Operations Services - Those activities concerned with scheduling, maintaining, and
producing data. These activitiesinclude operating business machines, data preparation
devices, and data processing machines.

Other Data Processing Services - Those activities concerned with data processing which
are not specifically addressed above.

Other Support Services- Central - Those Central Support Services not specifically
addressed above.

Other Supporting Services - Activities of any supporting service or classification of
services, general in nature, which cannot be classified in the preceding functions.

Community Services - Community services consist of those activities that do not directly
relate to providing education for pupilsin the LEA. Theseinclude services provided by
the LEA for the community as awhole or some segment of the community and community
welfare activities.

Direction of Community Services - Activities concerned with directing, managing, and
supervising Community Services.

Community Recreation Services - Activities concerned with providing recreation for the
community as awhole, or for some segment of the community. It includessuch staff
activities as organizing and supervising playgrounds, swimming pools, and other
recreational programs for the community.

Civic Services - Activities of providing servicesto civic affairs or organizations. This
includes services to parent/teacher association meetings, public forums, lectures, and civil
defense planning.

Public Library Services - Activitiesrelated to the operation of public libraries by the LEA,
or the provision of library servicesto the general public through the school library. It
includes such activities as budgeting and planning the library's collection in relation to
the community, and informing the community of public library resources and services.

Early Childhood Program - Activities providing programs for Parents As Teachers and for
three and four year old children, outside of regular classroom setting, by screening, and
through parent education. Direct instruction programs should bein Function 1101, Early
Childhood, or Function 1281, Special Education.
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3600

3700

4010

5310

5310

School Finance

DESCRIPTION
Welfare Activities Services - Activities providing for the personal needs of individuals
who have been designated as needy by an appropriate governmental entity. They include
stipends for school attendance, salaries paid to pupils for work performed whether for the
LEA or for an outside concern, or for clothing, food, or other personal needs.

Non-public School Pupils’ Services - This function reserved as a contingency for any
legislation mandating that public schools handle some services for non-public pupils.

Custody and Care of Children Services - Activities providing programs for the custodial
care of children in residential day schools, or child-care centers which are not part of, or
directly related to the instructional program, and where the attendance of the childrenis
not included in attendance figures for the LEA.

Other Community Services - Services provided for the community which cannot be
classified under the preceding functions. Includes expenditures for food service costs
associated with the USDA/M O Department of Health Summer Food Service Program and
payments made to a student from a scholarship or trust fund.

Facilities Acquisition and Construction Services - Those activities concerned with the
acquisition of land and buildings; remodeling buildings; the construction of buildings and
additionsto buildings; initial installation and extensions of service systems and other
built-in equipment; and improvementsto sites. Costs of these items are charged here
within the Capital Projects Fund.

Service Area Direction - The activities concerned with directing, managing, and
supervising Facilities Acquisition and Construction Services.

Land Acquisition and Development Services - Activities concerned with the initial
acquisition of sites and improvements thereon.

Architecture, Engineering, and L egal Services - The activities of architects, lawyers,
engineers, and other professionalsrelated to land acquisition and improvement,
improvements to buildings, and bond sales. Includes expenditures for bond issuance
costs from the Capital Projects Fund relating to new issues of bonds for capital outlay
purposes which are to be repaid through the MOHEFA Direct Deposit Program.
Expenditures for bond issues related to a refunding of bonded indebtedness are paid from
the General (Incidental) Fund.

Educational Specifications Development Services - Those activities concerned with
preparing and interpreting to architects and engineers descriptions of specific space
requirements for the various learning experiences of pupilsto be accommodated in a
building. These specifications are interpreted to the architects and engineersin the early
stages of blueprint devel opment.

Building Acquisition, Construction, and Improvements Services - Those activities
concerned with building acquisition through purchase or construction and building
improvements. Itincludesinitial installation or extension of service systems and other
built-in equipment aswell as building additions. Includes lease purchase principal
payments when the district “ capitalizes” such payments.
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4090 Other Facilities Acquisition and Construction Services - Includes facilities acquisition and

5100

5110

5120

5130

5200

5210

5220

5230

5240

5310

5320

5330

construction activities not specifically addressed above.

Long and Short Term Debt - Activities servicing the debt of the LEA. Categories of debt
services are listed under objects.

Principal - Amounts paid for bonded indebtedness incurred by the school district, energy
loans or other principal payments.

Bonded | ndebtedness Principal

Short Term L oans Principal

L ease Purchase Agreement Principal - Thisfunction isused only if the district does not
capitalize the lease purchase.

Interest - Interest paid by the school district.

Interest - Bonded | ndebtedness

Interest - Short Term L oans - Interest paid by the school district on short term loans or tax
anticipation notes.

Interest - L ease Purchase Agreements - Interest paid by the school district on lease
purchase agreements.

Discount on Bonds Sold (Interest Adjustment) — Occurs when the sale of bonds sold is
Lower than par value of the bonds. (Ex: Bond par valueis $1000. Bonds are sold for
$980. Thereisa$20 discount.) Record thetotal discount on all bonds sold.

Other - Amounts paid by the school district for debt related fees, etc.

Fees - Bonded Indebtedness — Paying agent fees from the Debt Service Fund.

Other bond issuance costs (bond counsel fee, registration fees, bond printing costs, etc.)
are paid from the Capital Projects Fund (or from the Incidental Fund at the discretion of
the district) for a new bond issue. Costsrelating to abond refunding must be paid from
the Incidental Fund.

Fees - Short Term L oans

Fees - L ease Purchase Agreements

NOTE: Although the LEASs should attempt to categorize expense by function, occasionally the accounting principle
of materiality will modify this approach. Specificaly, if the district pays $5.00 per person on workers' compensation,
the posting effort for such asmall amount spread through a dozen function codes would not materially enhance fair
presentation of district program costs. In thisinstance, the total amount may be coded to Function 1110, Elementary
Instruction. However, the LEA may wish to separate this expense for purposes of the food service program,
transportation program, and federal programs since they operate on a cost reimbursement basis. Please discuss this
issue with your independent auditor if in doubt asto the applicability of this principle.

School Finance
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VIl Expenditure Object Code Descriptions

Expenditure Object means the service or commaodity obtained as aresult of a specific expenditure. There are
six object categories, each of which isfurther subdivided into sub-objects. Code numbersinthe CLASS
column and middle (subclass) column ending in zero are for subtotaling purposes only and are not used for
posting transactions.

An expenditure object code is based on how a particular expenditure is paid out or planned to be paid out,
whether as a salary, an employee benefit, a purchased service, a supply item, a capital outlay, or adebt
expenditure. Detail expenditure object codes are further broken down in order to collect specific expenditure
detail for detail reporting purposes. (See Part |11-C of the Annual Secretary of the Board Report (ASBR) to
see the distinction made in expenditure object code detail .)

CODE
CLASS DETAIL

6100

6110

6111

6120

6121

School Finance

DESCRIPTION

Saaries - Amounts paid to employees of the LEA who are considered to bein aposition
of permanent nature or hired temporarily, including personnel substituting for thosein
permanent positions. Thisincludes gross salary for personal services rendered while on
the payroll of the LEAS.

Certificated Teacher Salaries

Regular Salaries - Full-time, contract, and prorated portions of the costs for work
performed by teachers (defined in the broad sense of Section 168.104 (7),RSMo) of the
LEA who are considered to be in positions of a permanent nature. If asupplemental duty
isapart of the regular year contractual duties or required of the position, it should be
included in this object. Career ladder isalso included in this object. These salariesare
subject to teacher retirement (Public School Retirement System of Missouri, PSRS).
Certificated employees meeting the definition of “new-hire” (hired after March 31, 1986)
are also subject to Medicare-only withholdings.

Certificated - Part-time

Substitute and Other Part-time Teacher Salaries- Certificated teachers who work less than
full-time and perform work in positions of either temporary or permanent nature. Part-time
teachers can be looked at as two distinct groups for retirement purposes. New, part-time,
certificated employees (hired after August 28, 1997) as ateacher or employed in anon-
teaching position, for 20 or more hours per week shall be amember, on apro-rata basis, in
the Public School Retirement System (PSRS) of Missouri with the option of electing non-
teacher retirement. If a part-time certificated employee (hired before August 28, 1997) has
el ected to be amember of the non-teacher retirement system, the election made at the time
of employment is permanent and irrevocable, unless the employee becomes afull-time
employee, at which time membership in PSRSisrequired by law. Certificated employees,
employed to serve |ess than 20 hours per week are not eligible for coverage under either
PSRS or NTRS, until such time as they become employed to serve 20 hours or more per
week. Those certificated employees serving less than 20 hours per week are subject to
OASDI and Medicare only. If asummer school teacher was a member of PSRS during the
regular term, that employee would be subject to teacher retirement during summer school
regardless of the number of hours worked.
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6130

6131

6140

6141

6150

6151

6160

6161

6170

6171

School Finance

DESCRIPTION

Certificated - Supplemental

Supplemental Pay - Amounts paid for student activities sponsorship, coaching, stipends
for curriculum development and other duties beyond the regular school day or school
session. Subject to state and federal tax and teacher retirement whether or not the
supplemental duty is related to the employee’ sregular position. Certificated employees
meeting the definition of “new-hire” (hired after March 31, 1986) are also subject to
Medicare-only withholdings.

Certificated Employees Unused Sick L eave and/or Severance Pay

Certificated Employees Unused Sick L eave and/or Severance Pay - Amounts paid to
certificated employees at time of retirement or termination of employment for that portion
of unused sick leave, vacation leave and early retirement buyout. No teacher retirement,
full-social security, or Medicare-only deductions are to be made from these payments to
certificated employees covered by the Public School Retirement System of Missouri.
Federal and State tax deductions are to be made. When “new hire” certificated employees
(hired after March 31, 1986 and subject to Medicare-only withholdings) qualify for these
payments, Medicare will need to be withheld from the payment.

Classified Salaries - Regular

Classified Salaries- Regular - Full-time and prorated portions of the costs for work
performed by typically non-certificated employees of the LEA and certificated employees
who are employed in hon-teaching positions of a permanent nature. (Includesall teacher
aides whether certificated or non-certificated.) Generally subject to non-teacher retirement
and OASDI and Medicare. Certificated employees employed to serve less than 20 hours
per week are not eligible for coverage under either PSRS or NTRS, until such time as they
become employed to serve 20 hours or more per week. Those certificated employees
serving less than 20 hours per week are subject to OASDI and Medicare only. Full-time
certificated employees regardless of position in the district must participate in the Public
School Retirement System.

Classified Salaries - Part-time

Classified Salaries- Part-time - Cost for work performed by employees of the LEA who
work in positions of lessthan full-time or of atemporary nature. Subject to non-teacher
retirement and OASDI and Medicare. If lessthan 20 hours per week subject to OASDI
and Medicare only.

Classified Employees Unused Sick L eave and/or Severance Pay

Classified Employees Unused Vacation, Sick L eave and/or Severance Pay - Amounts
paid to classified employees at the time of retirement or termination of employment for
that portion of unused sick leave or vacation leave. OASDI and Medicare withholdings
along with federal and state income tax deductions are required.
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6200

6210

6211

6220

6221

6230

6231

6232

6233

6240

6241

6260

6261

School Finance

DESCRIPTION

Employee Benefits - Amounts paid by the LEA on behalf of employees. These amounts
are not included in the gross salary, but are over and above. Such payments are fringe
benefits; and while not paid directly to employees, neverthel ess are part of the cost of
salaries and benefits. These charges should be distributed to functions in accordance
with the salary function of the employee or group of employees. If materiality prevents,
charge to Function 1110, Elementary Instruction.

Teachers' Retirement

Teachers Retirement - Amounts paid by the LEA to the Public School Retirement System
(PSRS) of Missouri for certificated employees. This excludes employee contributions.

Non-Teacher Retirement

Non-Teacher Retirement - Amounts paid by the LEA to the Non-Teacher Retirement
System (NTRS) of Missouri for eligible non-certificated personnel and certain certificated
personnel who are less than full-time. This excludes employee contributions.

Old Age, Survivors and Disability Insurance (OASDI) and Medicare

Old Age, Survivors and Disability Insurance (OASDI) - Employers share paid by the LEA
to the Missouri Retirement Fund for employeesfor Old Age, Survivors and Disability
Insurance (OASDI).

Medicare - The employer’s share of the Medicare tax paid by the LEA for
employees other than teachers. This excludes employee contributions.

Medicare - Teachers - The employer’s share of Medicare tax withholdings taken on all
wagesof “new hire” teachers. “New hire” teachers are members of the public school
retirement system who were hired after March 31, 1986. This excludes employee
contributions.

Employee |nsurance

Employee Insurance- Employer’s share paid by the LEA for various types of insurance.
Health, dental, vision and annuitiesin lieu of lifeinsurance are examples of insurance
considered as salary for PSRS purposes. Salary protection plans and life insurance are
examples of employer provided insurance that are not considered salary for PSRS
purposes. This object code excludes employee contributions. (Detail may be used to
identify specific benefits.)

Workers' Compensation Insurance

Workers Compensation Insurance - Amounts paid by the LEA for workers' compensation
insurance. There are no employee contributions.
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CODE

CLASS DETAIL

6270

6271

6290

6291

6310

6311

6312

6313

6314

6315

School Finance

DESCRIPTION

Unemployment Compensation

Unemployment Compensation - Amounts paid by the LEA for employee benefits under
unemployment compensation plans which includes actual benefits paid or unemployment
insurance. There are no employee contributions.

Other Employer Provided Services

Other Employer Provided Services - Amounts paid for employer-provided services such
as baby-sitting, day care, parking, etc.

Purchased Services - Amounts paid for services rendered by personnel who are not on
the payroll of the LEA and for other serviceswhich the LEA may purchase. Whilea
product may or may not result from the transaction, the primary reason for the purchaseis
the service provided in order to obtain the desired result.

Professional and Technical Services - Services which by their nature can be performed
only by persons with specialized skills and knowledge. Included are the services of other
school districts, architects, engineers, auditors, dentists, medical doctors, lawyers,
consultants, accountants, etc.

Instructional Services - Tuition including vocational tuition to other districts and
nonpayroll services performed by qualified persons directly engaged in providing learning
experiences for pupils. Included are services of teachers and paraprofessional personnel
and "Performance Contract" activities provided directly to achild.

Instructional Program Improvement Services - Services performed by persons qualified to
assist teachers and supervisors enhance the quality of the teaching process. This
category includes curriculum consultants, in-service training specialists, etc., not on the
payroll. The IRS saysthat a person who isaregular employee may not be treated asa
consultant (purchased service) by the same employer for other duties.

Pupil Services - Nonpayroll services of qualified personnel to assist pupils and their
parents in solving mental and physical problemsto supplement the teaching process.

Staff Services - Services performed by persons qualified to assist in employing and
assigning staff. This category includes specialistsin personnel counseling and guidance.

Audit Services - Management services by independent auditors in the examination of
records, documents, internal control and financial statements of the district for the
purpose of rendering an opinion on these statements. May also include other
management services beyond the audit.
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6316

6317

6318

6319

School Finance

DESCRIPTION

Data Processing Services - Services performed by persons, organizations, or another
agency qualified to process data. This category includes those data processing services
purchased from another agency or concern of specialists who are contracted to perform a
specific task on a short-time basis.

Legal Services - Services by lawyers advising the school district, its Board of Education
and administrative officials on the statutes, laws and regul ations and representing the
school district in acourt of law.

Election Services - Contracted arrangements with the county or city for school district
elections for providing voting machines, judges, ballots and other election expenses as
billed to the district by the county or city.

Other Professional and Technical Services - Services which are professional and technical
in nature which have not been specifically addressed above: tax collection, property
evaluation services, banking related services, tuition reimbursement, professional
development, employee in-service registration fees, bus driver drug testing and bus driver
medical examinations.

Property Services - Services purchased to operate, repair, maintain, insure, and rent
property owned and/or used by the LEA. These services are performed by persons other
than LEA employees.

Cleaning Services - Services purchased to clean buildings other than those provided by
LEA employees.

Repairs and Maintenance - Expenditures for ordinary repairs and maintenance services
that are not provided directly by LEA personnel. Thisincludes contracts and agreements
covering the upkeep of grounds, buildings, and equipment. Renovating and remodeling
are not included here but are considered under Expenditure Object 6500, Capital Outlay.

Rentals - Land and Buildings - Expenditures for leasing or renting land and buildings
including mobile units for both temporary and long-range use of the LEA. TheLEA must
be awar e of the differentiation between rent or lease with no intent to acquiretitletothe
property and lease purchase in which the LEA will taketitleto the property. A rental or
lease with no intent to take titleis a General (Incidental) Fund expenditure. If the district
intends to take title or completes a buy-out at the end of alease, the principal and interest
payments must be made from the Capital Projects Fund or the full purchase price of the
property will be deducted as an adjustment to the funds payabl e to the district under
Section 163.031, RSMo, (Basic Formula) in the year following the transfer of titleto the
district. (See Section 177.088, RSMo.)

Rentals - Equipment - Expenditures for leasing or renting equipment for both the
temporary and long-range use of the LEA. Examplesinclude expenditures for the rental of
copy machines, telephone systems, and buses which are operated by personnel on the
LEA payroll are recorded here.
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6335 Water and Sewer - Expenditures for water and sewer services from aprivate or public

utility company.

6336 Trash Removal - Expenditures for trash or garbage pickup service not provided by LEA
personnel.
6339 Other Property Services - Property services purchased which are not specifically
addressed above.
6340 Transportation Services - Expenditures for transporting children to school and official

travel of LEA employees.

6341 Contracted Pupil Transportation To and From School - Expenditures to persons or
agencies for the purpose of transporting children to and from school. Expendituresfor the
rental of buses which are operated by personnel on the LEA payroll are not recorded here;
they are recorded under Purchased Services- Expenditure Object 6334, Rentals-
Equipment.

6342 Other Contracted Pupil Transportation-Nonroute - The LEA with anondistrict operated
transportation system shall record nonroute mileage expense in this account.

6343 Travel - Expenditures for transportation, meals, hotel, conference registration fees, and
other expenses associated with staff traveling on business for the LEA. Paymentsfor per
diemin lieu of reimbursements for subsistence (room and board) also are charged here.

6349 Other Transportation Services - Transportation services other than those classified
above. School bustitles, licenses, inspections and delivery charges not included in the
cost of the vehicle.

6350 Insurance (Other Than Employee Benefits)

6351 Property Insurance - Expenditures for insurance on any type of property owned or |eased
by the LEA. Usually associated with Function 2540, Operation and Maintenance of Plant
Services, and Function 2552, District Operated Pupil Transportation Services.

6352 Liability Insurance - Expenditures for insurance coverage of the LEA, or its officers,
against losses resulting from judgments awarded against the LEA. Usually associated
with Function 2300, Support Services- General Administration, and Function 2552, District
Operated Pupil Transportation Services.

6353 Fidelity Bond Premium- Expenditures for bonds guaranteeing the LEA against osses
resulting from the actions of the treasurer, employees, or other persons of the LEA.
Usually associated with Function 2320, Executive Administration Services, and Function
2500, Support Services- Business.
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6359 Judgments Against the LEA and Settlement - Expenditures from current fundsfor all

judgments (except asindicated) against the LEA that are not covered by insurance, but
are of atype that might have been covered by insurance.

Judgments against the LEA resulting from failure to pay bills or debt service are recorded
under the appropriate expenditure accounts as though the bills or debt service had been
paid when due. OASDI and Medicare fines or penalties are paid from this code as are out-
of-court settlements. Includes IRS penalty for late payment of federal withholding taxes.
Even though thisis a 6300 account, the termsmay require federal withholding, state
withholding, retirement withholding, or thefiling of an IRS 1099.

6360 Communication

6361 Communication - Services provided by persons or businesses to assist in transmitting and
receiving messages or information. This category includes telephone, fax, Internet,
postage machine rental and postage.

6362 Advertising - Expenditures for printed or broadcast announcements in professional
periodicals and newspapers or by way of radio and television networks. These
expenditures include advertising for such purposes as personnel recruitment, legal adds,
new and used equipment sales, costs for professional sales, and sale of other objects.
Costsfor professional fees for advertising or public relation services are not recorded here
but are charged to Expenditure Object 6319, Other Professional and Technical Services.

6363 Printing and Binding - Expenditures for job printing and binding, usually according to
specifications of the LEA. Thisincludesthe design and printing of forms and posters as
well as printing and binding of LEA publications. Preprinted standard forms are not
charged here but are recorded under Expenditure Object 6400, Supplies and Materials.

6370 Dues and M emberships

6371 Dues and Memberships - Expenditures or assessments for membership in professional or
other organizations or associations.

6390 Other Purchased Services

6391 Other Purchased Services - Expenditures for all other purchased services not included
above such as contracted food service operations.

6398 Other Expenses - Prior year adjustments resulting from differencesin the liquidation of
accounts payable prior year or corrections to prior year revenue transactions. Function
2320, Executive Administration Services, or Function 2510, Business Support Services,
may be assigned.
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6400

6410

6411

6420

6421

School Finance

DESCRIPTION

Supplies and Materials - Amounts paid for material items of an expendable nature that are
consumed, worn-out, deteriorated in use, or items that lose their identity through
fabrication or incorporation into different or more complex units or substances.

It should be noted that a more thorough classification of expenditures will be achieved by
identifying the object with the function, for example, the type of supplies, such as
audiovisual supplies or classroom teaching supplies.

For evaluation of aparticular supply object, supplies can be broken into subdivisions
such as food and other suppliesin the food services program. To determi ne the merit of
prepared food versus raw food, two further breakouts could be used: (1) food prepared
for serving, and (2) unprepared food.

General Supplies

General Supplies - Expenditures for all supplies for the operation of an LEA, including
freight and cartage. |f such supplies are handled for resale to pupils, only the net cost of
suppliesisrecorded here.

Free Textbooks

Free Textbooks - Types of materials as defined by Section 170.051, RSMo. Expenditures
in excess of revenues should be included in Expenditure Object 6430, Regular Textbooks.

Regular Textbooks

Textbooks - Expenditures for prescribed books (print or electronic media) which are
purchased for pupils or groups of pupils, and resold or furnished free to them. This
category includes the cost of workbooks, textbook binding or repairs, as well as the net
amount of textbooks which are purchased to be resold or rented.

Library Books

Library Books - Expenditures for regular or incidental purchases of library books (print or
electronic media) available for general use by students, including any reference books,
even though such reference books may be used solely in the classroom. Also recorded
here are costs of binding or other repairsto school library books.

Periodicals and Instructional Resource Materials

Resource Materials - Expenditures for periodicals, newspapers, electronic resource (such
as CD ROM, VCR tapes, audio tapes), kits, etc., for general useby the school library.

Warehouse Inventory Adjustment
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6461 Warehouse Inventory Adjustment - Expenditures which are the result of adeficit usually

found in an audit or count of items held in a store or warehouse inventory. Expenditures
for the purchase of these items are generally debited to General Ledger Asset Account
1311, Warehouse Inventory, and are charged to the proper appropriation asthey are
requisitioned. Only aloss should be charged to this account. If the physical inventory
reflects an overage in items, the excess is debited to the appropriate general ledger asset
account.

6470 Food

6471 Food Supplies (Exclude Non-Food Supplies) - Expenditures for food items only that relate
to School Breakfast/Lunch/After School Snack/Special Milk/A La Carte programs.

6472 Not Used

6480 Energy - Expenditures for energy including gas, oil, gasoline, and services received from
public or private utility companies.

6481 Electric - Expenditures for electricity servicesthat are usually provided by public utilities.
Thisincludes those same services whether the utility company is public or private.
Expendituresfor telephone, fax, Internet, postage machine rental and postage are not
included in this group but are included in Expenditure Object 6361, Communication.

6482 Gas-Natural - Fuel for heating purposes.

6483 Gas-L.P. - Liquid petroleum used for heating purposes.

6484 Fuel Qil - Fuel used for heating purposes.

6485 Coal - Coal normally used for heating.

6486 Gasoline/Diesel - Expenditures for gasoline/diesel purchased in bulk from ajobber or
periodically from a service station.

6490 Other Supplies

6491 Other Supplies and Materials - Expenditures for al other supplies and materials not
included above. Itemsincluded here would be food permits, and rent of ice cream
machines.
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6500 Capital Outlay - Expenditures for the acquisition of fixed assets or additionsto fixed

assets. They are expenditures for land or existing buildings; improvements of grounds;
construction of buildings; additions to buildings; remodeling of buildings; initial
equipment; additional equipment; and replacement of equipment. Lease purchase
principal and interest with intent to acquire title must be treated as Capital Outlay. Itis
important to differentiate between Expenditure Object 6500, Capital Outlay and Function
2540, Operation and Maintenance of Plant. Capital Outlay is an expenditure object, or
what is purchased. Using the multidimensional coding structure, Capital Outlay may be
related to all functions and subject matter areas should it be so desired. For clarification
of maintenance costs see Function 2540, Operation and Maintenance of Plant, and
Expenditure Object 6332, Repairs and Maintenance. For improvement costs see Function
4000, Facilities Acquisition and Construction, and Expenditure Object 6521, Buildings, or
Expenditure Object 6531, |mprovements Other Than Buildings.

6510 Land

6511 Land - Expenditures for the purchase of land.

6520 Buildings

6521 Buildings - Expenditures for acquiring buildings and additions, either existing or to be
constructed. Included are expenditures for installment or |ease purchase payments
(except interest) which have aterminal date and result in the acquisition of buildings
including mobile units, except paymentsto public school housing authorities or similar
agencies. Expendituresfor major permanent structural alterations and the initial or
additional installation of heating and ventilating systems, electrical systems, plumbing
systems, fire protection systems, and other service systemsin existing buildings are
included as well as professional fees (architect, engineer, etc.) considered as apart of a
particular project. Additional expendituresinclude bond issuance costs on new issues
through the MOHEFA Direct Deposit program when the bonds are for funding the
acquisition or construction of new buildings or additions.

6530 Improvements Other Than Buildings

6531 I mprovements Other Than Buildings - Expenditures for theinitial and additional
improvement of sites and adjacent ways after acquisition by the LEA, consisting of such
work as grading, landscaping, seeding, and planting of shrubs and trees; constructing
new sidewalks, roadways, retaining walls, sewers and storm drains; installing hydrants;
initial surfacing and oil treatment of athletic fields and tennis courts; furnishing and
installing for thefirst time fixed playground apparatus, flagpoles, gateways, fences, and
underground storage tanks which are not parts of building service systems; and
demolition work.

Special assessments against the LEA for capital improvements such as streets, curbs, and
drains are also recorded here.

6540 Equipment
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6541

6590

6610

6611

6612

6613

6620

School Finance

DESCRIPTION

Regular Equipment - Expenditures for the initial, additional, and replacement of equipment
items, such asfurniture and machinery. Thisincludes expenditures for two-way radios,
fax machines, satellite dishes, and cellular phones. In order to differentiate between initial
or additional equipment purchases and replacement equipment purchase, itis
recommended that subaccounts be established with those titles.

Equipment - Classroom Instructional Apparatus - Expenditures for classroom instructional
apparatus other than furniture. (Includesthe lease purchase of amusical instrument.)

Vehicles

Vehicles (Except School Buses) - Expenditures for the purchase of conveyancesto
transport persons or objects.

Pupil Transportation Vehicles (School Buses) - Type A, B, C, or D buses as specified in
Missouri Minimum Standards for School Buses. Limited to costs for school bus outright
purchase or lease purchase principa only. Interest isanon-allowable school bus
depreciation cost and should be coded to Function 5231 - Expenditure Object 6623,
Interest - Lease Purchase Agreements. Additional information concerning lease purchase
interest asit may be applied to the depreciation schedule can be found in the Missouri
Transportation Aid Document Preparation Manual.

Other Capital Outlay

Other Capital Outlay - Expenditures for Other Capital Outlay not specifically addressed
above (such as administrative fees for bus | ease purchase, band uniforms, etc.).

Long and Short Term Debt - Expenditures for the retirement of debt, the payment of
interest on debt, and the payment of fees.

Principal

Redemption of Principal - Expenditures which are from current fundsto retire serial bonds
in the Debt Service Fund or other usesin the Capital Projects Fund.

Redemption of Principal - Short Term Loans

Redemption of Principal - L ease Purchase- Used only if the district does not capitalize the
|ease purchase.

Interest - Expenditures from current funds for interest on serial bonds and tax anticipation
notes. Function 5000, Long and Short Term Debt, is used for both types of expenditures.
Interest mainly occursin the Debt Service Fund; however, it may occur in any fund in
which atax anticipation loan occurred. Expenditures for interest on asbestos |oans and
lease purchase arrangements would occur in the Capital Projects Fund
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6621 Interest - Serial Bonds - Expenditures from current funds for interest on serial bonds.
6622 Interest - Tax Anticipation Notes - Expenditures from current funds for interest on tax

anticipation notes.

6623 Interest - L ease Purchase Agreements - Expenditures from current funds for interest on
|ease purchase agreements (including school bus |ease purchases).

6624 Discount on Bonds Sold (Interest Adjustment)
6630 Fees
6631 Fees - Expenditures relating to the costs of issuance for bond issues and paying agent

fees. Costs of issuance for anew bond issue may be paid from either the Capital Projects
Fund or the Incidental Fund (at the discretion of the district). Costs of issuancefor a
refunding bond issue are paid from the Incidental Fund. Paying agent fees for services
rendered for bonded indebtedness transactions are paid from the Debt Service Fund.

6632 Fees - Short Term Loans

6633 Fees - L ease Purchase Agreements

The manual user will observe that many expenditure object codes do not have asignificant digit in the fourth
position. Theindividual school district has the option of using these unspecified areas for local informational needs.
For instance in Expenditure Object 6111, Certificated Teacher Salaries, it may be important to a particular district to
utilize the following detail classification:

CODE
CLASS DETAIL DESCRIPTION
6110 Certificated Teacher Salaries
6111 Administrator - Certificated (Missouri Department of Elementary and Secondary
Education)
6112 Teacher - Certificated (Missouri Department of Elementary and Secondary Education)
6113 Other - Certificated (Missouri Department of Elementary and Secondary Education)
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VIIIL.

Operational Unit Codes

The Operational Unit Codeisathree digit code that refersto individual campuses within a district and
individual components within the administration, school service, maintenance and operation divisions. The
operational unit code is provided for use by districts to maintain accounts and exercise expenditure control
by operational unit.

Thislevel of detail is necessary to comply with Section 160.522, RSMo (The Outstanding Schools Act,
1993), which requires the reporting of selected data at the building level.

The local district should use the Missouri Department of Elementary and Secondary Education School Core
Data Collection Cycle codes for individual campuses, dropping the last digit or adjusting the third digit to
distinguish separate campuses. Otherwise the district isfreeto use any code it wishesfor its other
operational or “cost” units.

It is possibleto assign a unique operational unit code to summer school even though it physically occupies
the same building as another operational unit during the regular school year. A summer school program has
itsown unique function code. Therefore, asummer school program cost may be recorded and reported
apart from regular year programs.

The specific codes used by adistrict are to be selected from the following code ranges:

CODE RANGE OPERATIONAL UNIT CODE

101 Specia Education Co-operative Campus

105-199* High School Campuses

110 AreaVocational Campus

200-299* Junior High Campuses

300-399* Middle School Campuses

400-699* Elementary Campuses

800-999 To be defined as "cost centers" or management responsibility
areas by the LEA.

* Whereindividual campuses are to beidentified, the operational unit code to be used may be the same as
thefirst three digitsin the assigned Core Data building code.

An example of operational unit identification and coding is shown below:

EXAMPLE: Columbia School District

CODE OPERATIONAL UNIT
High Schools

101 Juvenile Justice Center

102 Frederick Douglas

105 David H. Hickman

107 Rock Bridge

School Finance 162 Jduly 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING CODES

SUBJECT: OPERATIONAL UNIT CODES PROCEDURE NO: CDE-408

CODE OPERATIONAL UNIT

AreaVocational
110 Area Career Center

Junior High Schools

205 Jefferson
207 West
Middle Schools
300 Anne Hawkins Gentry
302 Oakland
34 Smithton
Elementary Schools
402 Thomas M. Benton
404 Blue Ridge
405 Cedar Ridge
406 Fairview
408 Eugene Field
500 Ulysses S. Grant
502 Robert E. Lee
503 Mill Creek
504 Parkade
506 John Ridgeway
508 Rock Bridge
600 Russell Boulevard
601 Shepard Boulevard
602 West Boulevard
604 Two Mile Prairie
District Administration
801 Elementary Department
837 Secondary Department
871 Department of Curricular Services
872 Department of Pupil Services
873 Department of Athletics
933 Personnel Office
934 Data Processing
935 Business Office
936 Department of Buildings and Grounds
937 Department of Auxiliary Services
938 Department of School Lunch Services
A1 Superintendent's Office
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IX.

Project Codes

These codes may be used as a source of fund, project or even responsibility depending upon LEA
information needs. For those districts engaging in various projects, among them certain state and federal
projects, this descriptor will permit the aggregation of program costs across funds. For example, the Project
Code5l, Titlel - ESEA, would enable the summation of salary expenditures from the Special Revenue
(Teachers) Fund; supplies and equipment from the General (Incidental) Fund; and equipment from the
Capital Projects Fund. Please note that in conjunction with the project code, the fiscal year code with the
fund code will separate multiyear projects running concurrently in the district’sfiscal year. Thelast two
digits of the state (A) or federal (B) revenue codes, 53X X or 54X X, may be used as a source of funds. Code
numbers not listed for present programs are open for new programs or for district use for other special
programs.

Wherea conflict arisesin duplicate project codesfor two different revenuesin thedistrict, thedistrict
may establish itsown distinct project codesin its Chart of Accountsfor reporting purposes.

A. STATE PROJECT CODES
01 Future Program
02 Future Program
03 Future Program
04 Future Program
05 Future Program
06 Future Program
07 Future Program
08 Future Program
09 Future Program
10 Future Program
11 Future Program
12 Future Program
13 Exceptional Pupil
14 Early Childhood Special Education
15 Remedia Reading
16 Gifted
17 Career Ladder
18 Free and Reduced L unch/At-Risk
19 Future Program
20 Future Program
21 Future Program
2 Vocational/At-Risk
23 Future Program
24 Educational and Screening Program Entitlement
25 Future Program
26 Future Program
27 Future Program
28 Future Program
29 Future Program
31 Future Program
32 Vocational/Technical Aid (State)
3 Future Program
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STATE PROJECT CODES, continued

EREGREILBLBILHR

49
51

NBBAFGRIBREEILTHRLBS

72
73
74
75
76

RRBBRI I

Future Program

Desegregation Aid

Excellencein Education

Adult Basic Education (ABE) - State

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Handicapped Census

Video

Job Development, Customized Training

Futures Program, Job Development, Adult Basic Education (ABE)
Futures Program, Job Development, Early Childhood/Parents As Teachers (PAT)
Futures Program, Job Development, Job Training
Summer Child Care

Safe Schools Initiative Grant

Vocational-Technical Educational Enhancement Grant
New Schools Pilot Project

A+ Schools Grant

Incentives to Reduce Pupil/Teachers Ratio

Grantsfor School Technology

Success L eads to Success Grant

MO Department of Natural Resources Energy Loan
MO School Age Children’s Health Services Grant
Future Program

Residential Placement/Excess Cost

Readersfor the Blind

State Emergency Management (SEMA) Funds

MO Department of Conservation Landscape Grant
Educare Grant

Future Program

Select Teachers as Regional Resource (STARR)

MO Department of Natural Resources Energy Grant
Foreign Language Support Service Grant

English as a Second L anguage Support Service Grant
Extraordinary Costs- Specia Education I
Future Program

Future Program

Future Program

Future Program
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86
87
88
89
91

92
93
A
95
9%

Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
Future Program

FEDERAL PROJECT CODES

01

REB88IBFREIS

13
14
15
16
17
18
19
21

23
24
25
26
27
28
29
31

BUB8ERERE

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Future Program

Impact Aid

Medicaid

Federal Disaster Assistance

Future Program

Future Program

Federal Housing

Federal Flood Counseling

Reserve Officer Training Corps (ROTC)
Future Program

Vocational Education, Specia Projects
Future Program

Future Program

Vocational - Single Parent Homemakers
Vocational - Sex Equity

Future Program

Vocational - Basic Grant

Future Program

Vocational - Consumer Homemaking
Vocational - Tech Prep Program
Future Program

Future Program

Future Program

Job Training Partnership Act (JTPA) - D.ESE.
Adult Basic Education (ABE)

Future Program

Future Program
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39
a4

EXEHRED

49
51

NBBAFGRIBREEILETHRLBS

72
73
74
75
76

78
I
81

REBIFTREIM

92

Future Program

Individuals with Disabilities Act (IDEA)

Early Childhood Special Education

Future Programs

Future Program

School Lunch Program

School Breakfast Program

Speciad Milk Program

Future Program

Future Program

Titlel - ESEA - Regular

Titlel - ESEA - Migrant

Future Program

Future Program

TitleVI - ESEA, Innovative Education Programs

Goals 2000, TitlelV, LIFT Grant

Goals 2000, Educate America Act, Title 11, Systemic Improvement
Goals 2000, Teacher Preservice and Professional Development
Future Program

TitlelV - ESEA, Safe and Drug Free Schools & Communities
Emergency Immigrant Education

Education for the Homeless Children and Y outh

Foreign Language Assistance Program

Titlell - ESEA, Eisenhower Professional Devel opment
Technology Literacy Challenge Fund (TLCF) Grant
Dependent Care Grant

Futures Program, Job Development, Adult Basic Education (ABE)
Futures Program, Job Development, Early Childhood/Parents as Teachers (PAT)
Futures Program, Job Development, Job Training

Child Care Development Fund Grant

National and Community Service Trust Act

School to Work Grant

AIDS Education Grant

Even Start Family Literacy

Federal Emergency Management Agency (FEMA) Funds
Vocational Rehabilitation

English as a Second Language (ESL)/Bilingual

Summer Food Service Program

Job Training Partnership Act (JTPA) (From sources other than DESE)
Head Start

Pell Grant

Desegregation Aid

Impact Aid, Restricted Purposes

Future Program

Goals 2000, Educate AmericaAct, Title VII, Safe Schools
Facilities Infrastructure Improvement Grant

Future Program

Future Program
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93
A
95
9%
97
98

Future Program
Future Program
Future Program
Future Program
Future Program
Future Program
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SUBJECT: IDENTIFICATION CODESFOR SUMMARY REPORTING PROCEDURE NO: CDE-410

X.

Codesfor Summary Reporting

To report summarized financial transactions to the state, a summary code of six digitswill be used to identify
the county and district from which the reports are submitted. The codes areidentified for each school
district in the Missouri School Directory, distributed annually by the Missouri Department of Elementary
and Secondary Education.

SUMMARY CODE STRUCTURE
County District
001 through 115 001 through 999

An example of acode for summary reporting for Hazelwood School District, St. Louis County, isasfollows:

County District

096 088
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: EINANCE SUBSYSTEM FLOW CHART PROCEDURE NO: PRC-501

Finance Subsystem Flow Chart

The Procedures Sections that follow are distinct from the Accounting Sections in that the entries are shown and example
formsareillustrated. These sections are based upon the accounting principles outlined in PROCEDURE NOs. ACT-301
through ACT -306 of this manual and puts them into a usable framework. Each LEA should develop its own unique business
procedures manua which would outline the transaction documents flow and responsibility at each point in the process.

The formsillustrated in this section are generic in nature. The actua formsthat an LEA will use will be determined by size
of district, accessto EDP, and other individual circumstances.

The chart below illustrates the flow of information from input documents to financial reports. It isimportant to remember
that al input data must be reviewed for: reasonableness, coding, math accuracy, discounts, 1099 identification, etc., and
approved by a properly designated authority.

INPUT DOCUMENTS BUDGET AND ACCOUNTING DOCUMENTS
Purchase Encumbrance
Orders Journal
Financial
Reports
Receiving
Reports/Invoices )
Expenditure
Journal
Payroll
Deductions
Inventory General Ledger
Requisitions Cash Subsidiary Ledgers
Disbursement Budget Ledger
Journal
Checks
Budget Budget
Requests Reports
General Journal
Receivables
Adjusting
Deposits Cash Receipt
Journal
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SUBJECT: PURCHASE REQUISITIONS PROCEDURE NO: PRC-502

Il Purchase Requisitions

The purchase requisition is awritten request and approval for the purchase of supplies, services,
equipment, etc. It should be in a standard format so that the information is easily identified and transferred
to apurchase order.

To facilitate identification of missing documents and filing of materials for later reference, purchase
requisitions should be sequentially prenumbered.

A. Thetypical purchase requisition form (see following page) should include the following
information as a minimum to adequately monitor LEA purchases. An LEA may require additional
detail information as necessary.

1 Name and address of the recommended source of supply;

2. Date of the requisition;

3. Dateitems or services are required;

4, Name of the organization to be charged for items ordered,;

5. Item numbersin sequential order with the number changing each time the item description
changes;

6. Part or catalog number and description of the items, quantity, unit of measure, unit price,
and shipping/handling charges,

7. Total dollar value of all items requested;

8. Signature of person preparing the purchase requisition;

9. Signature of building principal.

B. The number of copies needed to properly process a purchase requisition may vary; however, the

minimum recommended istwo. |t should be distributed as follows:

1

2.

School Finance

Part 1 - to Business Office - Purchasing; and

Part 2 - retained by originator/preparer (the department requisitioning the items or service).
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: PURCHASE REQUISITIONS PROCEDURE NO: PRC-502

PURCHASE REQUISITION 0001

Sample R-1 School Didtrict Date Requested:
804 North EIm Date Needed:
Sample, Missouri 65111-1111
Building/Organization
Vendor:
Address:
Phone #:

Item # [Quantity Stock/Catalod Page No Description Unit Price|Shipping/| Total

Number Handling
TOTAL
Signature of Requestor Signature of Principal
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: PURCHASE ORDERS PROCEDURE NO: PRC-503

II. Purchase Orders

The purchase order iswritten evidence of orders placed as aresult of receiving properly approved purchase
requisitions. Acceptance of the purchase order by avendor effectsalegally binding contract which gives
the vendor authority to ship the required goods and binds the buyer for payment upon compliance. It
should be in a standard format so that processing is facilitated. Theinstructions below and theillustration
on the following page are examples of typical purchase order procedures.

To facilitate identification of missing documents and filing of materials for later reference, purchase orders
should be sequentially prenumbered.

A. The purchase order form should include the following information:

1 Current date and the date items are required;

2. Name of the vendor that will supply requested items;

3. Addressthat isto receiveitems;

4, Item number in sequential order each time the item description changes;

5. Quantity of itemsrequested,;

6. Stock number, part number, or catalog number as appropriate;

7. Item description;

8. Unit price of the items requested;

9. Extended/total cost of the item;

10. Authorizing signature of district.

11 The*“office use only” area provides detail accounting information to include fund,
function, object, operational unit, and project. It also provides other detail such asthe
percent charged to each unit, check/invoice number, and discounts;

B. Upon issuance to the vendor, the five parts of the purchase order should be distributed as follows:

1 Part 1 - to vendor;

2. Part 2 - to the accounting department;

3. Part 3 - to receiving unit;

4, Part 4 - retained by the purchasing department; and

5. Part 5 - optional, used to notify requesting unit of issuance of purchase order.
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SUBJECT: PURCHASE ORDERS PROCEDURE NO: PRC-503

C.

School Finance

Inclusion of the following checks and balancesin the purchasing procedures are recommended to
insure adequate internal control:

1

All purchases should be based on purchase requisitionsinitiated by those having
appropriate authority; however, the purchase order and requisition could be combined on
oneform if proper control procedures are used;

Purchase orders should be approved through one central office by those having
appropriate authority;

Review of purchasing practices should be made periodically in order to disclose:

a Excessive prices paid because of collusion between purchasing and supplier;
b. Processing and payment of fictitiousinvoices or of duplicate payments; and
C. Alteration of invoices.

Incoming merchandise should be controlled by the preparation of areceiving report (see
PROCEDURE NO: PRC-504, Receiving Reports);

Vendor invoices should be mailed directly to the accounting/business office for
verification with the purchase order and receiving report;

Invoices should not be recorded as aliability until properly approved; and

Adequate segregation of duties should be provided. If possible, separate responsibilities
for the following:

a authori zation of transactions;
b. recordkeeping of transactions; and
(o custody of assets.
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SUBJECT: PURCHASE ORDERS

PROCEDURE NO: PRC-503

IMPORTANT

Please send freight or express shipments prepaid,
adding charges to invoice.

ALL INVOICING TO:

Building Approval Final Approval

PURCHASE ORDER No. 00001

Sample R-1 School Didtrict VENDOR NUMBER 03453
804 North ElIm puRcHASE ORDERDATE] 09 Q1 XX
Sample, Missouri 65111-1111 L DELVERRY 10 15 XX
\% General School Supplies Company Vendor Notes
E a  If not Delivered by , order is
N PO Box 2080 canceled.
D b. Refer to this order number on all documents relatin
(0] Anywhere, Missouri 65102-2222 to this order.
R
S Travis High School
H TRAN FUND ACCT BATCH
| 200 West Highway Type PERIOD NUMBER
P Sample, Missouri 65111-1111

Quantity Please enter the order for goods listed below:

Item |Ordered| Received Stock Number Description Unit Priceg TOTAL
1 6 2703547-PEN 24 count boxes of No. 2 pencils 1.20 7.20
2 50 53268-RBN Printer ribbons (IBM Quiet Writer I11) 2.25 112.50

Merchandise purchased on bid contract TOTAL

Business Services

804 North EIm

Sample, MO 65111-1111
573-751-0000 or 573-751-1111

Principal Date Assistant Superintendent, Business Date
Office llse Only
Item | Fund [ Function|Object | Oper Unik Project Percent |Check/Invoice No|Discount [Expenditurel Encumbrance
No. Charged Amount | Amount Amount
1 127 1111 6411 402 100 7.20
2 127 1111 | 6411 402 20 22.50
2 127 1151 | 6411 105 80 90.00
Date: 11-2-XX Check No: 05432
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: RECEIVING REPORTS PROCEDURE NO: PRC-504

V. Receiving Reports

Thereceiving report is part 3 of the purchase order. Upon receipt of the merchandise ordered, the items
received should be reconciled with the items shown on part 3 of the purchase order. When all of the items
ordered have been received, the receiving report should then be dated, signed, and returned to the
accounting department for reconciliation with the invoice.

Exceptionsincluding partial shipments, backordered items, and damaged goods should be noted on the
receiving report (part 3 of the purchase order). A copy of the receiving report is then made and sent to
accounting. Thisprocessisfollowed after each receipt of the items ordered until the entire order has been
received. Accounting can then maintain arecord of receipts-to-date per line item for all partial receipts until
all items have been received or the purchase order canceled.

The receiving report should indicate all items received, not received, and damaged; and the signature and
date of the person receiving the materials or services. To provide segregation of duties, the school district
should ensure that the person receiving the goods or servicesis not the same person who initiated the
purchase of the goods or services or records the transaction.
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: PAYROLL RECORDS PROCEDURE NO: PRC-505
V. Payroll Records
A. Genera
1 A separate Payroll Record should be maintained for each individual employed.
2. The Payroll Record is designed to accumul ate both calendar year and school year
information.
3. Since the average school employee'ssalary is earned during a nine-month period, but

usually paid over atwelve-month period, the Payroll Record is designed to accrue salaries.

4, At the end of each pay period, an entry should be made to each individual Payroll Record
for total salary earned, accrued salary, gross salary paid, deductions, and net salary paid.

5. If the district pays health and life insurance (fringe benefits) as part of the contract for
certificated employees, those benefits are subject to teacher or non-teacher retirement.

B. Segregation of Duties

Adequate segregation of duties should be provided. If possible, separate responsibilities for the
following:

1 Preparation of the payroll checks;
2. Authorization of the payroll checks (independent person signing the checks);

3. Distribution of the payroll checks.
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: SUPPLY INVENTORY REQUISITIONS PROCEDURE NO: PRC-506

VI. Supply Inventory Requisitions

Theinventory requisition isawritten request and approval for itemsin inventory. It should be a standard
format so that processing can be expedited. The instructions below and theillustration on the following
page are examples of typical inventory requisition procedures.

A. Thetypica Inventory Requisition form should include the following information as a minimum:
1 The requisition should be sequentially prenumbered;
2. Date of request and delivery date items are required;
3. Name of operational unit, fund number, and operational unit code charged;
4, The next sequential number each time the item description changes;
5. The account number, inventory number, quantity, unit of measure, item description, unit

price; and extended amount of the item ordered,;

6. An areais provided to indicate receipt upon delivery;

7. An area contains the account code charged if same for all items;

8. Total dollar value of all items requested; and

9. Signature of person preparing the requisition, organizational and central office approval.
B. It isrecommended that the inventory requisition be in three parts and distributed as follows:

1 Part 1 - Business or Accounting office;

2. Part 2 - stores (stockroom) section; and

3. Part 3 - originator.
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SUBJECT: ACCOUNTSPAYABLE AND CASH DISBURSEMENTS PROCEDURE NO: PRC-507
VIl Accounts Payable and Cash Disbursements
A. Accounts Payable

The use of full accrual accounting by definition requires the recording of expenditures and
liabilitieswhen incurred. Ordinarily, an expenditure and aliability are considered to be incurred
upon receipt of acommaodity or performance of a service within the terms of a purchase order or
contract. The recording of such an expenditure is made without regard to cash disbursements as
shown in the entry below.

DESCRIPTION A/CNO.DEBIT CREDIT
Expenditures-Control 6030 $100.00
Accounts Payable 2110 $100.00

When cash is disbursed to reduce aliability, the following entry is made.

Accounts Payable 2110 $100.00
Cash 1110 $100.00
B. Cash Disbursements

Cash disbursements generally should be made by check in order to utilize these inherent internal
control features.

1 Limitation of disbursement function to specifically authorized persons;
2. Definite fixing of responsibility for disbursements made;
3. A record of every disbursement;
4, Segregation of duties with respect to check preparation, signing, and mailing; and
5. Elimination of need for carrying large amounts of currency on hand.
C. Safeguards in Issuing Checks
1 All checks should be sequentially prenumbered to permit their full accountability;
2. Checks should be written with care to prevent their fraudulent alteration;
3. Checks should be prepared on the basis only of a properly authorized written document,

such as approved invoices, requisitions, etc.;
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SUBJECT: ACCOUNTSPAYABLE AND CASH DISBURSEMENTS PROCEDURE NO: PRC-507

4, Checks should be submitted to persons authorized to sign, accompanied by the
supporting documentation indicating the authority for and propriety of the check being
issued (Such supporting documentation should be marked paid, indicating check number,
amount and date to preclude their subsequent use in support of aduplicate or fraudulent
disbursement.);

5. Check Signatures

a Those authorized to sign checks should not be those who prepare the checks,
authorize their issuance, or maintain the cash records; and

b. Blank checks should not be signed in advance of their preparation; and
6. Checks should be mailed without being returned to the person who prepared the checks.
Segregation of Duties
To ensure adequate segregation of duties and maximum protection for the district, the
disbursement functions should be separated completely from the duties of receiving cash and

approving itemsfor payment. The disbursement functions themselves should be separated as
follows:

1 Payment authorization;

2. Preparation of checks;

3. Entry of checksin cash disbursementsjournal;

4, Signing of checks and comparison with underlying documents;
5. Transmittal of checksto payees; and

6. Reconciling of bank accounts.

Filing of Documentation

The LEA should file the checks and paid bills numerically by check number, voucher number,
alphabetically by vendor or account code. Each transaction should be supported by such
documentation as a copy of the check, voucher, invoice, purchase order, and receiving report.
Although initially time consuming, filing by account code may be advantageous via ease of
retrieval on capital outlay, federal projects, and for independent audit purposes.

Vendors Statements

Monthly vendor statements should be reconciled promptly with the Accounts Payable L edger or
list of open vouchers. Discrepancies should be investigated.

NOTE: Pleasereview the AICPA Audit Guide, Audits of State and L ocal Governmental Units (1996), for
additional items enhancing internal control.
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: LOANS PROCEDURE NO: PRC-508

VIIIL.

Short Term Loans- Tax Anticipation Notes

Loans which are to be repaid within a one-year period are normally considered as short term loans. Such
loans may be necessary to provide operating cash pending receipt of revenue.

School officials should obtain competent legal advice before entering into loan contracts since they are
strictly controlled by state statutes (Section 165.131, RSMo). I

DATE DESCRIPTION A/CNO. DEBIT CREDIT
General Journal entriesin the fund receiving the loan:

10/20/xx Cashin Banks 1111 $10,000
Loans Payable 2121 $10,000

Torecord therecept of loan proceeds.

1/15/xx Loans Payable 2121 $10,000
Expenditures-Control
(Interest on Loan) 6030 $ 150
Cashin Banks 1111 $10,150

Torecord therepayment of theloan.

Subsidiary Ledger entry posted in the Budget Analysis Ledger would be:

Function Object Description Amount
5200 6621 I nterest $150

Under no circumstanceswill the receipt of the proceeds of a short term loan be added to revenue or non-
revenuereceiptsto increase the ending fund balance during an accounting period or at the end of thefiscal
year.
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: JOURNAL VOUCHERS PROCEDURE NO: PRC-509

IX. Journal Vouchers

Transactions which are not recorded in special journals (cash receipts journal, encumbrance journal, etc.)
should be recorded in the general journal. These would include opening, closing, adjusting, and reversing
entries.

All General Journal entries should be prepared on ajournal voucher form. Transactions should be assigned
ajournal entry number and each journal entry should be reviewed and approved by a designated
responsibleindividual.

A. Theinstructions below and the illustration on the following page are examples of atypical journal
entry system.

The Journal Voucher (see following page) should be prepared by knowledgeabl e personnel and
include the following information:

1 Five-digit journal voucher number (Thefirst two digits indicate the month and the | ast
three digitsindicate the next sequential number. Example: the number assigned to the
tenth journal voucher for September would be 09-010.);

2. Current date;

3. Account code charged, a description of the entry and the debit or credit amount (The "N"
column isfor data processing applications only.);

4, Explanation for the journal entry;
5. Signature of preparer; and
6. Authorizing signature.

B. Segregation of Duties

If the preparer of the Journal Voucher doesnot have the authority to approve the transaction, the
entry of the Journal V oucher should be segregated from the preparation of the Journal V oucher to
ensure proper authorization of the transaction prior to the transaction being posted.

NOTE: If adistrict uses abound-book type of General Journal (common in hand-posted systems) and fully

utilizes the description area, supporting journal voucherswill not be necessary. However, if the districtis
on EDP, the journal voucher procedure outlined above should be followed.
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: JOURNAL VOUCHERS

PROCEDURE NO: PRC-509

JOURNAL VOUCHER

DATE

TRAN | FUND ACCT BATCH

TYPE PERIOD [ NUMBER
DATE JOURNAL VOUCHER NO

MO| DA| YR

FUNCTION OBJECT OPERATIONAL | PROJECT DESCRIPTION DEBIT CREDIT
UNIT
EXPLANATION
PREPARED BY DATE APPROVED BY DATE
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: OPENING AND CLOSNG ENTRIES

PROCEDURE NO: PRC-510

X. General Opening and Closing Journal Entries

This procedureillustrates General Journal entries normally necessary to open and close the accounting
records at the start or end of the fiscal period.

A.

GENERAL (INCIDENTAL) FUND

DATE DESCRIPTION A/CNO.
712/xx Cashin Banks 1111
Saving Accounts 1141
Accounts Receivable 1200
Inventories-Supplies and Materials 1310
Accounts Payable 2110
Loans Payable 2121
Payroll Deductions
and Withholdings 2150
Fund Balance 3110

DEBIT CREDIT

$2,500
2,000
1,750
4,000

$2,750
1,500

1,000
5,000

Usethe above exampleto record opening account balancesin the General (Incidental) Fund.

OPENING ENTRIES

DATE DESCRIPTION A/CNO.

General Journal entries:

7/1/xx Estimated Revenues and
Noncash Revenues-Control 5010
Fund Balance 3110

Usethe above exampleto record estimated revenues per the Official Budget.

Subsidiary Ledger entries:

Object Description Amount
5111 Taxes, Current Year Levy $19,500
5131 Transportation Fees from Patrons 950
5192 Gifts 3,000
5311 Basic Formula 21,550
TOTAL $45,000

DEBIT CREDIT

NOTE: Separate, self-balancing General Ledgers are maintained for the General (Incidental) Fund, Special
Revenue (Teachers) Fund, Debt Service Fund, Capital Projects Fund, and the General Fixed Assets Account
Group. They may, however, be physically contained in the same post lock binder. Revenues and
expenditures recorded in the subsidiary ledgers should equal the total amount recorded in the general ledger
control total.
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DATE DESCRIPTION A/C NO.
General Journal entries:

711/xx Fund Balance 3110
Appropriations-Control 6010

Usethe above exampleto record appropriations per the Official Budget.

Subsidiary Ledger entries:

Function Object Description
1110 6100 Salaries
1110 6300 Purchased Services
1110 6400 Supplies & Materias
2120 6100 Salaries
2210 6100 Salaries
2210 6400 Supplies & Materias
2220 6100 Salaries
2320 6100 Salaries
2320 6300 Purchased Services
2320 6400 Supplies & Materias
2410 6100 Salaries
2410 6300 Purchased Services
2540 6100 Salaries
2540 6500 Capital Outlay
2550 6100 Salaries

TOTAL

CLOSING ENTRIES

DATE DESCRIPTION A/C NO.

General Journal entries:

6/30/xx Realized Revenues and Noncash
Revenues-Control 5020

Estimated Revenues and
Noncash Revenues-Control 5010
Fund Balance 3110

Usethe above exampleto close revenue accountsto Fund Balance.

6/30/xx  Appropriations-Control 6010
Encumbrances-Control 6020
Expenditures-Control 6030
Fund Balance 3110

Usethe above exampleto close operating accountsto Fund Balance.

185

DEBIT CREDIT

Amount
$ 8,000

250
4,500
2,000

175

1,620
775
775

3,750

3,000
6,675

1,500
$ 35,000

DEBIT CREDIT

$47,000

$45,000
2,000

$ 1,750
33,000
250
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SECTION: ACCOUNTING PROCEDURES

SUBJECT: OPENING AND CLOSNG ENTRIES PROCEDURE NO: PRC-510

B. DEBT SERVICE FUND

OPENING ENTRIES

DATE DESCRIPTION A/CNO. DEBIT CREDIT

General Journal entries:

7I1xx Amount to be Provided for
Payment of Bond Principal 1611 $25,000
Amount to be Provided for
Payment of Bond Interest 1621 10,000
Bonds Payable - Current 2131 $25,000
Bond Interest Payable -
Current 2141 $10,000

Usethe above exampleto record the opening account balances.

7/1/xx Estimated Revenues & Noncash
Revenues-Control 5010 $35,000
Fund Balance 3110 $35,000

Subsidiary Ledger entries:

Object Description Amount
5111 Taxes, Advalorem, Current Y ear $30,000
5190 Misc. Revenue from Local Sources 5,000

TOTAL $35,000

Usethe above exampleto record estimated revenues per the Official Budget.

DATE DESCRIPTION A/CNO. DEBIT CREDIT
General Journal entries:

7ILUxx Fund Balance 3110 $30,000

Appropriations-Control 6010 $30,000

Subsidiary Ledger entries:

Function Object Description Amount

5110 6610 Bond Principal $23,000

5210 6620 Bond Interest 7,000
TOTAL $30,000

Usethe above exampleto record appropriations per the Official Budget.
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CLOSING ENTRIES

DATE DESCRIPTION
General Journal entries:

6/30/xx Realized Revenues-Control
Estimated Revenues and
Noncash Revenues-Control
Fund Balance

A/CNO.

5020

5010
3110

Usethe above exampleto close revenue accountsto Fund Balance.

6/30/xx Appropriations-Control
Encumbrances-Control
Expenditures-Control
Fund Balance

6010
6020
6030
3110

Usethe above exampleto close operating accountsto Fund Balance.

ENTERPRISE FUND

OPENING ENTRIES

DATE DESCRIPTION
General Journal entries:

7/1/xx Cash in Banks-
Student Activities

Fund Balance-
Student Activities

A/C NO.

1111

3110

Usethe above exampleto record the opening account balances.

DEBIT CREDIT

$35,000
3,000

$29,000
$ 1,500
27,000

DEBIT CREDIT

$9,000

$9,000

Bdance may be detailed by club or sponsored organization via subobject code or operational unit

code.

CLOSING ENTRIES

DATE DESCRIPTION
General Journal entries:

6/30/xx Realized Revenues-Student
Activities
Expenditures-Student
Activities
Fund Balance-Student
Activities

187

A/C NO.

5020

3110

DEBIT CREDIT

$12,500
$9,750

2,750
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SUBJECT: OPENING AND CLOSNG ENTRIES PROCEDURE NO: PRC-510

Usethe above exampleto record the closing accounts balances.

A viable alternative to the above treatment would be to post fund balances, revenues, and
expenditures to the same expenditure code with a project code separation.

D. GENERAL FIXED ASSETSACCOUNT GROUP

OPENING ENTRIES

DATE DESCRIPTION A/CNO. DEBIT CREDIT
7I1/xx Land 1510 $120,000
Buildings 1520 90,000
Construction in Progress 1530 45,000
Equipment 1540 60,000
Reserve for Investmentsin
General Fixed Assets 3220 $315,000

Usethe above exampleto open General Fixed Asset Accounts.
The Reserve for Investmentsin General Fixed Assets account should be separated according to

source of original purchase; e.g., Federal Projects, Capital Projects Fund, General (Incidental) Fund,
etc.
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SUBJECT: ACCOUNTSRECEIVABLE AND CASH RECEIPTS PROCEDURE NO: PRC-511

XI. Accrual Method
A major aspect of accrual accounting isthe recognition of revenue when earned, regardless of due date or
cash collection. This procedure explains the accrual method of recording revenues and the recommended
treatment of cash receipts.

A. Accounts Receivable

Recording revenues starts with the budget process. The following assumptions are made to
illustrate the recording of taxes on the accrual basis.

Taxes levied for current year $1,500,000
Allowance for uncollectible taxes based
on prior experience 100,000
Actual taxes collected for year $1.400,000
DATE DESCRIPTION A/CNO. DEBIT CREDIT

General Journal entries:

TI1Xx Estimated Revenues and
Noncash Revenues-Control 5010 $1,400,000
Appropriations-Control 6010 1,390,000
Fund Balance 3110 10,000

Torecord estimated revenue and appropriations per Official Budget.

Subsidiary Ledger entries:

Object Detail Amount
5111 Taxes, Advalorem, Current Year ~ $1,400,000

General Journal entries:

Date of
Tax Levy Property Taxes Receivable-Current 1211 $1,500,000
Realized Revenues and
Noncash Revenues-Control 5020 $1,400,000
Allowancefor
Uncollectible Taxes 1213 100,000

Torecord current year tax levy.

Subsidiary Ledger entries:

Object Detail Amount
5111 Taxes, Advalorem, Current Year  $1,400,000
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DATE DESCRIPTION A/C NO. DEBIT CREDIT
General Journal entries:

6/30/xx Cash 1110 $1,450,000
Property Taxes Receivable-Current 1211 $1,450,000

Torecord receipt of current year taxes.

6/30/xx Allowance for
Uncollectible Taxes 1231 $60,000
Realized Revenues and
Noncash Revenues-Control 5020 $60,000

Toadjust allowancefor uncollectibletaxes.

Subsidiary Ledger entries:

Object Detail Amount
5111 Taxes, Advalorem, Current Year  $60,000

At the end of the accounting period the asset section of the Balance Sheet would reflect:

Property Taxes Receivable-Current $50,000
Less: Allowance for Uncollectible Taxes <40,000>
Net Receivable $10,000

If, during succeeding years, greater or lesser amounts than estimated are collected, an adjusting
entry must be made to the estimated uncollectible receivable account. Assuming that in the year
following the above example, $5,000 in delinquent taxes were received and that the previous year's
estimate of uncollectible taxes was overstated $3,000, the following entries would be recorded.

DATE DESCRIPTION A/C NO. DEBIT CREDIT

General Journal entries:

Varies Cashin Banks 1111 $5,000
Property Taxes Receivable -
Delinquent 1211 $5,000

Torecord receipt of delinquent taxes.
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DATE DESCRIPTION A/CNO. DEBIT CREDIT

General Journal entries:

6/30/xx Allowance for
Uncollectible Taxes 1231 $3,000
Realized Revenues and
Noncash Revenues-Control 5020 $3,000

Torecord revision to estimate of uncollectibletaxesfor aprior year.

Subsidiary Ledger entries:

Object Detail Amount
5112 Taxes, Delinquent $3,000

Cash Receipts

Because of cash liquidity, it isimportant that the processing and recor ding of cash be conducted
with safeguardstoinsure proper control and accounting treatment. Immediately upon receipt of
cash, a cash receipt record should be prepared by an employee who will have no further control
over cash handling or accounting.

1 Mail Receipts

Mail should be opened promptly upon arrival and any receipts should be listed in detail
by fund. Copies should be made so one copy would go to the employee responsible for
recording transactionsin the Cash Receipt Journal and one copy to the employee who will
later compareit to the deposit slip. The receipts should be added, compared to the total
onthelist, and forwarded to the employee responsible for preparing the deposit.

2. Counter Receipts

Cash receipts should be listed by cash register tape or prenumbered cash receipt slips and
forwarded at |east daily to the cashier to validate the total by comparing the cash on hand
to thelist; and check for sequence of the prenumbered cash receipt slips. A listin
duplicate of cash receipts should be prepared per fund, with one copy sent to the person
responsible for posting receipts to the Cash Receipts Journal and one copy sent to the
person designated to compare the list to the deposit slip. The cash should be added,
compared to the total on the list, and forwarded to the person designated to prepare the
deposit.

3. Procedures in Handling Receipts
a Recording Cash Receipts- From thelist of mail and counter receipts per fund,

posting is made to the Cash Receipts Journal. Postingsshould be totaled to
insure they agree with the total of the receipts.
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Making Cash Deposit - From the mail and counter receipts, athree part cash

deposit slip should be made daily. The person preparing deposit slips should
retain one copy, and send two copies to the bank. After the bank has validated
the deposit, one copy of the deposit slip should remain at the bank and one copy
should be returned to the person designated to compare depositsto the list of
mail and counter receipts.

b.

C.
General
A/C No
1111
1200
5020

d.

An exampl e of the accounting entriesto record receipt of $500.00 cashiis:

Journal entries:

Title Debit Credit
Cashin Banks $500.00
Accounts Receivable $400.00
Realized Revenues and
Noncash Revenues-Control 100.00

Adequate internal controls may include, but should not necessarily be restricted

to the following:

@

@

©)

@

©
©)

™
®
©)

(10
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Access to cash receipts by as few employees as possible, clear
establishment of responsibility at each point of transfer, and bonding of
each employee.

Immediate record of all cash received.

Physical protection of cash through use of vaults, locked cash drawers,
cashier’s cage, etc.

Cash receipts deposited on at |east adaily basis, and holding cash on
the premises to a minimum.

Separate handling of cash from cash recordkeeping.

Lack of authority to any one person to handle atransaction from
beginning to end.

Centralized receiving of cash to the extent possible.
Bank reconciliation’s by persons not responsible for handling cash.
Rotation of personnel in key cash positions, and surprise cash counts.

Investigation of any cash complaints or irregularities, no matter how
outwardly trivial they appear.
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XIl. Origina Entry and Recommended L edgers

This procedureillustrates the use and method of preparation of the journals of original entry and the ledgers

recommended for use by adistrict maintaining its records manually.

Thejournals of original entry consist of the encumbrance journal, payroll journal, the cash disbursements
and expenditures journal, the cash receiptsjournal, and the general journal. Transactions should be entered
in the appropriate journal then recorded in detail in the general ledger and in the appropriate subsidiary
ledgers and/or the budget analysis ledger.

Toillustrate the use of the various journals and ledgers, it is assumed that the following transactions
occurred during the month of September 19xx.

A.

School Finance

OPENING ENTRIES

DATE DESCRIPTION

General Journal entries:
7/1/xx Cash in Banks
Property Taxes Receivable-Delinquent
Allowance for Uncollectible
Taxes

Accounts Payable
Fund Balance

Torecord the collection of taxes.

Subsidiary Ledger entries:

A/C NO.

11
1212

1213
2110
3110

Object Detail
5111 Taxes, Advalorem, Current Y ear
5311 Basic Formula

General Journal entries:

TILXx Estimated Revenues &
Noncash Revenues-Control
Fund Balance
Fund Balance
Appropriations-Control
Torecord the Budget.

193

5010
3110
3110
6010

DEBIT CREDIT

$2275
4,000

$3,000
275
3,000

Amount
$6,000
4,000

$10,000
$10,000

$9,000
$9,000
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Subsidiary Ledger entries:

Function
1110
1110
2320
2320
2320
2410
2410

Object Detail Amount
6110 Cert. Teacher Salaries $3,500
6410 General Supplies 600
6110 Cert. Teacher Salaries 2,500
6315 Audit Services 80
6410 General Supplies 120
6110 Cert. Teacher Salaries 2,000
6410 General Supplies 200

TRANSACTIONS FOR SEPTEMBER

DATE
9/2/xx

9/2/xx

9/2/xx

910/xx
915/xx
9/18/xx
920/xx
920/xx
9244xx
9244xx
9244xx
9244xx
Instruction

School Admin.
Gen. Admin.

AMOUNT

I ssue Purchase Order #1 to the Gadget Company
for instructional suppliesand principal's supplies $75.00
Issue Purchase Order #2 to XY Z Company for
general administrative supplies 100.00
I ssue Purchase Order #3 to ABC Company for
instructional supplies 25.00
Received supplies ordered on P.O. #3
Received Foundation payment from the State 400.00
Received Taxes-deposited on deposit slip #1 100.00
Received invoice for P.O. #3 (liquidate & expense) 30.00
Received telephone bill for September, issued P.O. #4 10.00
Paid P.O. #3 with check #325 30.00
Paid Voucher #4 with check #326 (tel ephone check) 10.00
Paid P.O. #230 (prior year account payable) with check #327 275.00
Record payroll
Gross Pay W/H Tax Teacher Ret. Accrual Net Pay
350 58 18 58 216
200 33 10 33 124
250 1 12 42 155

495

924/xx  Process checksfor payroll
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ENCUMBRANCE JOURNAL
(E)1)
FUND: 107 Page 1
MONTH: September, 19xx
LIQUIDATION REFERENCE
CODING RESERVE FOR BUDGET LEDGER
VENDOR- ENCUMBRANCES ENCUMBRANCES
DATE CONTRACTOR P.O. NO. FUND FUNCTION OBJECT DEBIT CREDIT ACCOUNT NO. PAGE NO.
2 The Gadget Company 1 107 1110 6410 50.00 50.00
1 107 2410 6410 25.00 25.00
2 XYZ Company 2 107 2320 6410 100.00 100.00
2 ABC Company 3 107 1110 6410 25.00 25.00
200.00 200.00
SUMMARY - FUND 107
AMOUNT
AC NO. DEBIT CREDIT
6020 200.00
4110 200.00
TOTAL 200.00 200.00
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CASH DISBURSEMENT JOURNAL
(CD-1)
FUND: 107 Page 1
MONTH: September, 19xx
GENERAL LEDGER
ACCOUNTS
VOUCHER CHECK CASH PAYABLE
DATE PAYEE NUMBER NUMBER CREDIT DEBIT FUND ACCOUNT DEBIT CREDIT
24 ABC Company 3 325 30.00 30.00 107 1111 30.00
2111 30.00
24 Telephone Company 4 326 10.00 10.00 107 1111 10.00
2111 10.00
24 ABC Company 5 327 275.00 275.00 107 1111 275.00
2111 275.00
24 Employee Checks PR 328-331 495.00 495.00 107 1111 495.00
2171 495.00
24 Depository PR 332 132.00 132.00 107 1111 132.00
2151 132.00
24 Teacher Retirement PR 333 40.00 40.00 107 1111 40.00
2157 40.00
982.00 982.00 982.00 982.00
SUMMARY - FUND 107
AMOUNT
A/C NO. DEBIT CREDIT
1111 982.00
2111 315.00
2151 132.00
2157 40.00
2171 495.00
TOTAL 982.00 982.00
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EXPENDITURE JOURNAL

(X3
FUND: 107 Page 1
MONTH: September, 19xx
CODING GENERAL LEDGER
DATE| VENDOR VOUCHER P.O. RESERVE FOR ENCUM FUND FUNCTION| OBJECT | EXPEND| ACCTS ACCT |DEBIT|CREDIT
NUMBER NUMBER |ENCUMBRANCE [CREDIT DEBIT PAY
DEBIT CREDIT
20 ABC Company 4110 25.00
6020 25.00
20 ABC Company 3 3 25.00 25.00 107 1110 6400 30.00 30.00 6030 30.00
2111 30.00
20 Telephone Company 4 107 2320 6300 10.00 10.00| 6030 10.00
2111 10.00
24 Payroll 107 1110 6110 350.00 132.00| 6030 132.00
2151 132.00
107 2410 6110 200.00 40.00 6030 40.00
2157 40.00
107 2320 6110 250.00 628.00 6030 628.00
2171 628.00
25.00 25.00 840.00 840.00 840.00 | 840.00
SUMMARY - FUND 107
AMOUNT
A/C NO. DEBIT CREDIT
2111 40.00
2151 132.00
2157 40.00
2171 628.00
4110 25.00
6020 25.00
6030 840.00
TOTAL 865.00 865.00
School Finance 197 Jduly 1, 1997




MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING PROCEDURES
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CASH RECEIPTS JOURNAL
(CR-1)
FUND: 107 Page 1
MONTH: September, 19xx
DEPOSIT REVENUE CREDIT GENERAL LEDGER
VOUCHER | RECEIPT CASH ACCOUNT ACCOUNT
DATE SOURCE OF DEPOSIT | NUMBER | NUMBER DEBIT CODE AMOUNT CODE DEBIT CREDIT
15 Basic Formula 1 1 400.00 5311 400.00 1111 400.00
5311 400.00
18 Property Taxes
Receivable - Current 2 2 100.00 5111 100.00 1111 100.00
1211 100.00
500.00 500.00 500.00 500.00
SUMMARY - FUND 107
AMOUNT
A/C NO. DEBIT CREDIT
1111 500.00
1211 100.00
5020 400.00
TOTAL 500.00 500.00
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SUBJECT: JOURNALSAND LEDGERS

PROCEDURE NO: PRC-512

GENERAL JOURNAL
(G31) PAGE 1
DATE ACCOUNT CODE DEBIT CREDIT
19xx
Jduy 1 Cash in Banks 107 00 1111 2,275.00
Property Taxes Receivable-Delinquent 107 00 1211 4,000.00
Allowance for Uncollectible Taxe§ 107 00 1212 3,000.00
Accounts Payable 107 00 2110 275.00
Fund Balance 107 00 3110 3,000.00
(To Record Opening Balances In Fund 107)
1 Estimated Rev & Noncash Revenues 107 00 5010 10,000.00
Fund Balance 107 00 3110 10,000.00
(To Record Est. Rev. Per Adopted Budget)
1 Fund Balance 107 00 3110 9,000.00
Appropriations-Control 107 00 6010 9,000.00
(To Record Est. App. Per Adopted Budget)
Subsidiary Ledger:
Revenue Ledger
ACCOUNT DETAIL AMOUNT
CODE
5111 Taxes, Advalorem, Current Y ear 6,000.00
5311 Basic Formula 4,000.00
10,000.00
(To Record Budgeted Revenue In Fund 107)
Budget Analysis Ledger:
ACCOUNT DETAIL AMOUNT
CODE
1110 6110 Cert. Teacher Salaries 3,500.00
1110 6410 Genera Supplies 600.00
2320 6110 Cert. Teacher Salaries 2,500.00
2320 6315 Audit Services 80.00
2320 6410 General Supplies 120.00
2410 6110 Cert. Teacher Salaries 2,000.00
2410 6410 General Supplies 200.00
9,000.00
(To Record Budgeted Appropriation in Fund 107)
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GENERAL LEDGER

ACCOUNT TITLE Cash In Banks

CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 1111
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
July 1 Opening Balance G}1 2,275 2,275
Sept 15 CR-1 400 2,675
Sept 18 CR-1 100 2,775
Sept 24 CD-1 982 1,793
GENERAL LEDGER
ACCOUNT TITLE Property Taxes Receivable - Current
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 1211
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
July 1 Opening Balance Gr1 4,000 4,000
Sept 18 CR-1 100 3,900
GENERAL LEDGER
ACCOUNT TITLE Allowance For Uncollectible Taxes
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 1213
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
July 1 Opening Balance G}1 3,000 3,000
GENERAL LEDGER
ACCOUNT TITLE Accounts Payable
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 2111
DEBIT CREDIT
DATE DESCRIPTION REFERENCE* DEBITS CREDITS BALANCE BALANCE
July 1 Opening Balance Gr1 275 275
Sept 24 XF1 40 315
24 CD-1 315 -0-

1 D - Cash Disbursement Journal
CR - Cash Receipts Journal
EJ- Encumbrance Journal
GJ- General Journal
XJ- Expenditure Journal
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SUBJECT: JOURNALSAND LEDGERS PROCEDURE NO: PRC-512

GENERAL LEDGER

ACCOUNT TITLE Fund Balance
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 3110
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Jduly 1 Opening Balance G}1 3,000 3,000
1 Record Budget Gr1 10,000 13,000
1 Record Budget Gr1 9,000 4,000
GENERAL LEDGER
ACCOUNT TITLE Fund Balance Reserved For Encumbrance
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 4110
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Sept 2 EJ1 200 200
24 XF1 25 175
GENERAL LEDGER
ACCOUNT TITLE Estimated Revenues and Noncash Revenues-Control
CODESFUND: _ 107 FUNCTION: 00 CL/OBJSUB OBJ 5010
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
July 1 Record Budget Gr1 10,000 10,000
GENERAL LEDGER
ACCOUNT TITLE Realized Revenues and Noncash Revenues-Control
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 5020
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Sept 15 CR-1 400 400

1 D - Cash Disbursement Journal
CR - Cash Receipts Journal
EJ- Encumbrance Journal
GJ- Genera Journa
XJ- Expenditure Journal
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GENERAL LEDGER

ACCOUNT TITLE Appropriations Control
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 6010
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Jduly 1 Record Budget G}1 9,000 9,000
GENERAL LEDGER
ACCOUNT TITLE Encumbrances-Control
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 6020
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Sept 2 EJ1 200 200
24 XJF1 25 175
GENERAL LEDGER
ACCOUNT TITLE Expenditures-Control
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 6030
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Sept 24 XF1 840 840
GENERAL LEDGER
ACCOUNT TITLE Federal Income Tax Payable
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 2151
DEBIT CREDIT
DATE DESCRIPTION REFERENCE* DEBITS CREDITS BALANCE BALANCE
Sept 24 XF1 132 132
24 CD-1 132 -0-

1 D - Cash Disbursement Journal
CR - Cash Receipts Journal
EJ- Encumbrance Journal
GJ- Genera Journal
XJ- Expenditure Journal
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SUBJECT: JOURNALSAND LEDGERS

PROCEDURE NO: PRC-512

GENERAL LEDGER

ACCOUNT TITLE Teacher Retirement Payable

CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 2157
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Sept 24 XF1 40
24 CD-1 40 -0-
GENERAL LEDGER
ACCOUNT TITLE Accrued Wages Payable
CODES FUND: 107 FUNCTION: 00 CL/OBJSUB OBJ 2171
DEBIT CREDIT
DATE DESCRIPTION REFERENCE! DEBITS CREDITS BALANCE BALANCE
Sept 24 XF1 628 628
24 CD-1 495 133
REVENUE SUBSIDIARY LEDGER
FUND NO.__107 OBJECT 5111
FUND TITLE General Operating Fund

ACCOUNT DESCRIPTION Property Taxes Receivable - Current

TOTAL
ACTUAL REVENUE
REVENUE TO DATE BALANCE

6,000

100.00 100.00 6,100

TOTAL
ACTUAL REVENUE
REVENUE TO DATE BALANCE

ESTIMATED
DATE DESCRIPTION REFERENCE® REVENUE
July 1 Opening Budget Gr1 6,000
Sept 18 CR-1

REVENUE SUBSIDIARY LEDGER

FUND NO.__107 OBJECT 5311
FUND TITLE General Operating Fund
ACCOUNT DESCRIPTION Basic Formula

ESTIMATED
DATE DESCRIPTION REFERENCE" REVENUE
July 1 Opening Budget Gr1 4,000
Sept 15 CR-1

1 D - Cash Disbursement Journal
CR - Cash Receipts Journal
EJ- Encumbrance Journal
GJ- Genera Journa
XJ- Expenditure Journal
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BUDGET ANALY SIS LEDGER

ACCOUNT TITLE: Certificated Teacher Salaries
CODES:
FUND: 107 FUNCTION: 1110 OBJECT: 6110 ORG:

TRANSACTIONS BALANCESTO DATE
DOCUMENT NUMBER| ENCUMBRANCES
TOTAL OUTSTANDING UNENCUM-
REF PLACED [LIQUIDATED | EXPENDED| BUDGET|EXPENDED [UNEXPENDED| ENCUMBRANCE BERED
DATE | VENDOR-DESCRIPTION | NUMBER VOUCHER| DEBIT CREDIT DEBIT CREDIT |DEBIT CREDIT DEBIT DEBIT
JuL1 Record Budget GJ1 3,500.00 3,500.00 3,500.00
SEP 24  Payroll XF1 350.00 350.00 3,150.00 3,150.00

BUDGET ANALY SIS LEDGER

ACCOUNT TITLE: General Supplies
CODES:
FUND: 107 FUNCTION: 1110 OBJECT: 6410 ORG:

TRANSACTIONS BALANCESTO DATE
DOCUMENT NUMBER| ENCUMBRANCES
TOTAL OUTSTANDING UNENCUM-

PO PLACED |LIQUIDATED | EXPENDED| BUDGET| EXPENDEQ UNEXPENDEID ENCUMBRANCE | BERED
DATE | VENDOR-DESCRIPTION | NUMBER VOUCHER| DEBIT CREDIT DEBIT CREDIT | DEBIT CREDIT DEBIT DEBIT
JuL1 Record Budget GJ1 600.00 600.00 600.00
SEP 2 The Gadget Company 1 50.00 600.00 50.00 550.00
SEP2 ABC Company 3 25.00 600.00 75.00 525.00
SEP20] ABC Company 3 25.00 30.00 30.00 570.00 50.00 520.00
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BUDGET ANALYSISLEDGER
ACCOUNT TITLE:  Certificated Teacher Salaries
CODES:
FUND: 107 FUNCTION: 2410 OBJECT: 6110 ORG:
TRANSACTIONS BALANCES TO DATE
DOCUMENT NUMBER| ENCUMBRANCES
TOTAL OUTSTANDING |UNENCUM-
REF PLACED | LIQUIDATED|EXPENDED | BUDGET|EXPENDED [UNEXPENDED| ENCUMBRANCE BERED
DATE | VENDOR-DESCRIPTION | NUMBER VOUCHER| DEBIT CREDIT DEBIT CREDIT |DEBIT CREDIT DEBIT DEBIT
JUL1| Record Budget GJ}1 2,000.00 2,000.00 2,000.00
SEP24  Payroll XJ1 200.00 200.00 1,800.00 1,800.00
BUDGET ANALYSISLEDGER
ACCOUNT TITLE: General Supplies
CODES:
FUND: 107 FUNCTION: 2410 OBJECT: 6410 ORG:
TRANSACTIONS BALANCES TO DATE
DOCUMENT NUMBER|  ENCUMBRANCES
TOTAL OUTSTANDING UNENCUM
REF PLACED |LIQUIDATED |EXPENDED | BUDGET|EXPENDED|UNEXPENDEL] ENCUMBRANCE | BERED
DATE | VENDOR DESCRIPTION | NUMBER VOUCHER| DEBIT CREDIT DEBIT | CREDIT |DEBIT CREDIT DEBIT DEBIT
JUL1| Record Budget GJ1 200.00 200.00 200.00
SEP2 The Gadget Company 1 25.00 200.00 25.00 175.00
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PROCEDURE NO: PRC-512

BUDGET ANALYSISLEDGER
ACCOUNT TITLE: Certificated Teacher Salaries
CODES:
FUND: 107 FUNCTION: 2320 OBJECT: 6110 ORG:
TRANSACTIONS BALANCESTODATE
DOCUMENT NUMBER| ENCUMBRANCES
TOTAL OUTSTANDING  [UNENCUM-
REF PLACED |LIQUIDATED | EXPENDED| BUDGET|EXPENDED [UNEXPENDED| ENCUMBRANCE BERED
IDATE [ VENDOR-DESCRIPTION | NUMBER VOUCHER| DEBIT CREDIT DEBIT CREDIT |DEBIT CREDIT DEBIT DEBIT
JUL 1| Record Budget G}1 2,500.00 2,500.00 2,500.00
SEP24  Payroll XF1 250.00 250.00 2,250.00 2,250.00
BUDGET ANALYSISLEDGER
ACCOUNT TITLE: Audit Services
CODES:
FUND: 107 FUNCTION: 2320 OBJECT: 6315 ORG:
TRANSACTIONS BALANCESTO DATE
DOCUMENT NUMBER| ENCUMBRANCES
TOTAL OUTSTANDING UNENCUM-
REF PLACED |LIQUIDATED |EXPENDED|BUDGET | EXPENDED [UNEXPENDED| ENCUMBRANCE BERED
JDATE [ VENDOR DESCRIPTION | NUMBER VOUCHER| DEBIT CREDIT DEBIT CREDIT [DEBIT CREDIT DEBIT DEBIT
JUL 1| Record Budget G}1 80.00 80.00 80.00
ISEP 20| Telephone Company 4 10.00 10.00 70.00 70.00
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PROCEDURE NO: PRC-512

BUDGET ANALY SIS LEDGER

ACCOUNT TITLE: General Supplies
CODES:
FUND: 107 FUNCTION: 2320 OBJECT: 6410 ORG:

TRANSACTIONS BALANCESTO DATE
DOCUMENT NUMBER| ENCUMBRANCES
TOTAL OUTSTANDING UNENCU M-
REF PLACED [LIQUIDATED | EXPENDED| BUDGET | EXPENDED [UNEXPENDED| ENCUMBRANCE BERED
DATE | VENDOR-DESCRIPTION | NUMBER VOUCHER| DEBIT CREDIT DEBIT CREDIT [DEBIT CREDIT DEBIT DEBIT
JuL1 Record Budget GJ1 120.00 120.00 120.00
SEP2 XYZ Company 2 100.00 120.00 100.00 20.00
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SUBJECT: CAPITAL EXPENDITURESAND ACCOUNTING

FOR FIXED ASSETS

PROCEDURE NO: PRC-513

XIII. Acquisition and Disposal of Fixed Assets

This procedureillustrates journal entries necessary to record transactions concerning acquisition and

disposal

A.

School Finance

of fixed assets.

Assume that 10 desks are to be purchased as an appropriated expenditure from the Capital Projects

Fund at $150.00 each.

1 Capital Projects Fund

DATE DESCRIPTION

General Journal entries:
10//xx Expenditures-Control
Accounts Payable
Subsidiary Ledger entries:
Object Detall

6541 Regular Equipment-
Furniture

2. General Fixed Assets Account Group

DATE DESCRIPTION
General Journal entries:
10//xx Furniture
Reserve for Investment in

General Fixed Assets
Capital Projects Fund

Accession L edger detail:

10 desks; serial numbers, date, cost, etc.

Torecord acquisition of fixed assets $1500.

A/CNO.

2110

Amount
$1,500

A/C NO.

3222

DEBIT CREDIT

$1,500
$1,500

DEBIT CREDIT

$1,500

$1,500
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SUBJECT: CAPITAL EXPENDITURESAND ACCOUNTING
FOR FIXED ASSETS PROCEDURE NO: PRC-513

B. The following illustrates the entries necessary to record the disposal of fixed assets where no cash
isinvolved. Assume one computer that cost $1,200.00 isto beretired.

1 General Fixed Assets Account Group

DATE DESCRIPTION A/CNO. DEBIT CREDIT

General Journal entries:

10/2/xx Reserve for Investment in General
Fixed Assets Capital Projects Fund 3222 $1,200
Other--Equipment 1549 $1,200

Accession L edger Detail:

Record the specific account under Equipment
for the $200.00 disposal of equipment

Torecord thedisposal of fixed assetswhere no cash isinvolved.

C. When fixed assets are disposed of the resulting net revenue or cost is recorded as follows.
Assume oneitem of furniture originally costing $100.00 is sold for $20.00. The original cost was
expended from the Capital Projects Fund.

1 General Fixed Assets Account Group

DATE DESCRIPTION A/CNO. DEBIT CREDIT

General Journal entries:

10/3/xx Reserve for Investment in General
Fixed Assets—Capital Projects Fund 3222 $ 100
Furniture 1541 $ 100

Torecord theremoval of the $100.00 fur nitureitem from the General Fixed Assets Account
Group.
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General Journal entries:

10/3/xx Cash 1110 $20
Revenue 5020 $20

Subsidiary Ledger entries:

Code Detall Amount
5690  Saleof Equipment $20

Torecord the $20.00 salesprice on furnitureasarevenue.

Conversely, if thereis acost connected with adisposal of fixed assets, an entry similar to the first
of thetwo entriesin "C' would be made to remove the fixed asset from the records. In addition, the
expenditure for removing the fixed asset would be recorded in the appropriate fund account; i.e.,
debit expenditures and credit accounts payable.

Fixed assets traded in on the purchase of anew fixed asset requires entries similar to the following.
Assume a bus costing $27,000 and purchased from the Capital Projects Fund (40X) isto be traded
in on anew bus costing $28,000; the trade-in valueis $1,000.

1 General Fixed Assets Account Group
DATE DESCRIPTION A/C NO. DEBIT CREDIT

General Journal entries:

10/4/xx Reserve for Investment in
Genera Fixed Assets--
Capital Projects Fund 3222 $27,000
Vehicles 1543 $27,000

Equipment Subsidiary | edger detail :

Record the original busfor acredit of $27,000 as being traded-in on a new bus.

Toremovethetraded-in equipment from the property records.

210 July 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING PROCEDURES

SUBJECT: CAPITAL EXPENDITURESAND ACCOUNTING

FOR FIXED ASSETS PROCEDURE NO: PRC-513
2. Capital Projects Fund
DATE DESCRIPTION A/C NO. DEBIT CREDIT

School Finance

General Journal entries:

10/4/xx Expenditures-Control 6030 $28,000
Accounts Payable 2110 $28,000

Subsidiary Ledger entries:

Object Detail Amount
6550 Vehicles $28,000

Purchased $28,000 bus with a $1,000 trade-in.

Torecord the purchase of the new bus. Reported the sameastheentriesused torecord the
purchase of a new item.

3. General Fixed Assets Account Group
DATE DESCRIPTION A/C NO. DEBIT CREDIT

General Journal entries:

10/4/xx Vehicles 1543 $28,000
Reserve for Investment in
General Fixed Assets
Transportation 3222 $28,000

Torecord the acquisition of a busfor $28,000 with a trade-in allowance of $1,000.

The aboveillustrations have required entriesin the Accession Ledger. Asthe nameindicates, this
ledger suppliesthe detail quantities, locations, cost, etc., of the fixed assets the school has the
accountability and responsibility for. A looseleaf ledger will permit movement of items from one
group to another. When equipment isretired or disposed of the subsidiary ledger should be
transferred to an inactive file. Examples of equipment records are shown on the following pages.

For those districts with poor or nonexistent fixed asset records, it is recommended that estimated
values be established viaan appraisal. The district may employ acommercial appraisal firm to
accomplish this appraisal.

The property number referred to on the following formsis attached by the district upon acquisition
of each piece of equipment. It may bein theform of ametal tag, mylar foil decal, or engraved with a
scribing tool. The property number identification aids in the annual physical

verification of theinventory. Group control (as opposed to individual item control) items may
utilize the same property control numbers.
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I The LEA Board of Education and administration should develop policies and procedures outlining
the various responsibilities for the care and custody of the fixed assets and for the taking of the
physical inventory.

J Inthefinal analysis, the financial records should be capable of producing two separate listings:

(N A detailed list of property owned by the district.

) School district personnel should perform an annual physical inventory by
making alist of property verified by visual inspection.

These two lists should then be compared and reconciled by the LEA staff. If lossesare
discovered, administrative action may be taken and the accounting records posted to reduce the
Accession Ledger and the General Ledger.
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Name of Group:
Kind of Equipment:

Owner ship:

L ocation:

Description:

Other: (Check as Applicable)

EXAMPLE

Equipment Record - Group Control

Chairs

Furniture (General Ledger Account 1541, Furniture)

District Owned

School Plant or Facility to Which Assigned:  High School

Rooms 18, 19, and 20

Wood with attached desk, 12" x 18", adult size

Where Housed (if different than assignment):

Assigned to More Than One Facility |:| In Storage |:|

Inventory Number: LOT 74C

NUMBER OF PIECES CosT
Acquisition Reductions Acquisitions Reductions Average
Date (Debits) (Credits) Balance (Debits) (Credit) Balance Unit Cost Remarks
10-15-93 100 100 $2,000.00 $2,000.00 $20.00 Original Equipment
11-17-94 20 20 600.00 2,600.00 21.67 Purchase (PO 468774)
12-14-95 5 115 108.35 2,491.65 21.67 Lostinfire
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Name of Group:
Kind of Equipment:

Ownership:

Equipment Record - Unit Control

School Plant or Facility to Which Assigned:

L ocation:

Manufacturer and Model Number:

Serial Number:
Description:
Use:

Other: (Check as Applicable)

Where Housed (if different from assignment)

Date of Disposal:

EXAMPLE

Vacuum Cleaner

Equipment (General Ledger Account 1549, Other Equipment)

District Owned

High School Office (Campus Code 023)

Rooms 18, 19, and 20
Hoover, Model 36

4874-12604V 36

3 HP, Upright, with Attachments

Instructional |:|

Non-Instructional |:|

Assigned to More Than One Facility |:| In Storage |:|

Inventory Number: E74

NUMBER OF PIECES COsT
Acquisition Reductions
Date Description of Items (Dehits) (Credits) Balance Remarks
10-15-93 Original Equipment $200.00 $200.00
11-15-94 Additional Attachments 30.00 230.00
J12-13-95 Main Attachment 20.00 210.00
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FOR FIXED ASSETS

PROCEDURE NO: PRC-513

Accession No. 34

EXAMPLE

INVENTORY RECEIPT/TRANSFER RECORD

Below isasimulation of acompleted Inventory Transfer form. These forms should befilled out in
triplicate (Accounting, Transferred From, Transferred To), in the manner shown below, and forwarded
to the property manager for completion.

No. 1075

Date:  January 7, 19xx

Authorization

Authorization

QUANTITY DESCRIPTION MODEL SERIAL P.O. DATE LOCATION
OF EQUIPMENT NUMBER NUMBER NUMBER ACQUIRED FROM" 10
1 Chair, Steno, Steel, Swivel 2068 FR336 006122 1/10/86 041 046
Steelcase
Transfer “To” Area “From” Area

Authorization
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ACCESSION LEDGER-FURNITURE AND EQUIPMENT

EXAMPLE

DESCRIPTION SERIAL NUMBER PROPERTY PURCHASE COSsT LOCATION | EST FUND DISPOSITION
ID NUMBER DATE LIFE OR REMARKS

IBM Calculator, Mod MC-2449, CS-2164E 003-0001 9/1/87 150.00 ADMIN 15 118
Tan
IBM Typewriter, Selectric, Black SEL-022907-AC 003-0002 9/15/87 295.00 ADMIN 10 118
Overhead Projector, Projectomatic, Destroyed in fire
Table Model 000067-987RX 003-0003 10/1/87 150.00 H/S 10 118 Nov 1, 1987
Overhead Projector, Easy-Tote To reduce fixed assets
Fold-up Style, Brown 97866-000-567 003-0004 10/1/87 165.00 ELEM 10 118 see PROP ID # 003-0004
Gateway Computer, Model P5-90 347769-95-0004 0003-0005 02/23/89 2,245.00 | HS 4 119

The Accession Ledger, or Assets Register, isarecord detailing in the order of acquisition, theitem
purchased, serial number/identification, local property 1D tag number, purchase date, cost, location,
estimated life, fund and current disposition or remarks.
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XIV. Indirect Cost Rates-Federal Government

Anindirect cost rate is ameans of determining in areasonable manner the percentage of allowable general
administrative expense that each federal grant should bear. Generally, an indirect cost rateisthe ratio of
total indirect coststo total direct costs, based on the LEA’ s actual expenditures, exclusive of any
extraordinary or distorting expenditures such as capital outlay and major subcontracts. Theseratesare
calculated annually in the spring and sent to each school district by the School Finance Section according
to agreements between the DESE and the US Department of Education. Missouri Form 3-660-104 -
Application for Determination of Ratio of Indirect Cost for Restricted and Non-Restricted Federal Programs
provides the model to be used for this calculation.

The Superintendent, the Superintendent’ s secretary and expenses related directly to the operation of the
Superintendent’ s immediate offices, as well as the expenses related to Assistant/Associate Superintendents
are not included in indirect costs and are considered, for rate computation purposes, to be disallowed costs.
Expenditures for the Office of the Superintendent in addition to operations and maintenance of the plant are
classified asindirect costs when calculating an unrestricted rate.

Executive Administration costs (coded to expenditure object code 2320) can be included only to the extent
that the Superintendent’ s salary and costs relating to that office aswell as any Assistant/Associate
Superintendent’ s costs are excluded from thetotal. If aschool district istoinclude any valid Executive
Administration costsin its restricted rate computation, then the district must provide a detailed itemized
schedul e of the costs being included. School districts should ensure that their expenditures are properly
recorded to either Executive Administration or Business Central Services. |f expenditures are misclassified
and recorded in Executive Administration instead of Business Central Services then thisimproper recording
will affect the Indirect Cost rate calculation.

The Non-Restricted rate may include those costs relating to general administration and direction of the local
government. These costs include Audit/Management Services, Legal Services, Executive Administration
(including the costs of the Superintendent and the A ssistant/A ssociate Superintendents), Operation of the
Plant, and Business Services. The Restricted rates may only include the costs associated with
Audit/Management Services, Legal Services, and Business Services.

The approved rates are applied to project direct expenditures class/objects 6100 through 6400 to determine
the portion of the grant due to the General (Incidental) Fund for overhead expenditures. More detailed
information concerning the indirect cost calculation can be found in the Missouri School Finance Reporting
and Compliance Manual. This procedure describes the accounting entries to record application of indirect
cost ratesto projects funded by the Federal Government.

A. For illustration, assume that the school district has an approved restricted indirect cost rate of 6%
for the 1997-98 fiscal year. The Title I-ESEA application amounts to $100,000 for direct project
expenditures and $6,000 for indirect costs. The total application amounts to $106,000 for the 1997-
98 Title | project. Theentriesare:

1 Fund 128 A/CNO. DEBIT CREDIT
Estimated Revenues & Noncash Revenues 5010 $6,000
Appropriations - Control (not necessary -

could beto Fund Balance only) or 6010 $6,000
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Fund 128

Estimated Revenues - Project
Appropriations - Project

Torecord the project budget.
Fund 128
State Accounts Receivable - Project
Realized Revenues- Project
Allowance for Indirect Costs- Project
Torecord receipt of project approval.

Fund 128

Cashin Banks
State Accounts Receivable - Project

Fund 128

Expenditures - Control - Project
Accounts Payable

Allowance for Indirect Costs- Project
Resalized Revenues

A/CNO.

501051
6010.51

123051
5020.51
331051

11
123051

6030.51
2111

331051
5020

DEBIT CREDIT

$100,000
$100,000

$106,000
$100,000
$6,000

$10,000
$10,000

$3,000
$3,000

$480
$480

Torecord expendituresfor the period and amount of indirect cost allowance ear ned
during the period and to record transfer of revenueto General (Incidental) Fund for

over head expenses.

Repeat steps 3 and 4 as transactions occur throughout the project period.

If, at the close of the project period, direct expenditures are less than the grant, adjusting

entries must be made.

In the exampl e, assume that the district expended only $90,000 of the $100,000. The

adjusting entries are:
Fund 128

Fund Balance

Estimated Revenues & Noncash Revenues

Fund 128
Realized Revenues- Project

Allowance for Indirect Costs- Project
State Accounts Receivable - Project

218

A/CNO.

3110
5010

5020.51
331051
123051

DEBIT CREDIT

$600
$600

$10,000
$600
$10,600
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XV. Imprest Petty Cash
Some school districts may find it necessary to operate imprest petty cash systemsto cope with numerous
small purchases (i.e. less than $10.00) that cannot be handled viaamonthly billing asis the case with most
vendors.

Toexposethedistrict totherisksinherent in such a system demandsthat internal controls of the highest
order beexercised.

Entriesfor Imprest Petty Cash
DATE DESCRIPTION A/CNO. DEBIT CREDIT

General Journal entries:

10/20/xx Petty Cash 1132 $100
Cash 1111 $100

Torecord setup of petty cash system.

10/20/xx Expenditures - Control: Supplies 6030 $75
Petty Cash 1132 $75

Torecord expenditurespaid from petty cash toregular budget categories.

Subsidiary Ledger entries:

Function Object Detall Amount
1120 6411  General Supplies $75

General Journal entries:

10/12/xx Petty Cash 1132 $75
Cash 1111 $75

Torecord replenishment of petty cash.

An example of apetty cash voucher used to help monitor the flow of these transactions follows below.

NEW HOPE SCHOOL SYSTEM
Address
Petty Cash Voucher No. 1

Date

Pay to

For Amount

For Board of Education:
Received by: Approved by:

The person who holds cash should not be the per son who approvesthe payments.
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XVI.

Bad Checks

The school district may find itself the possessor of some bad checks via student activities, the school lunch
program, adult education program, and others. These must be dealt with to reconcile the bank statement
and to indicate the efficiency with which the district is able to collect such checks. Information on this

efficiency will enable management to make decisions on the acceptability of these instrumentsin future
years.

DATE DESCRIPTION A/C NO. DEBIT CREDIT
General Journal entries:

10/31/xx Bad Checks Receivable 1262 $20
Cashin Banks 1111 $20

Torecord bad check.
11/15/xx Cashin Banks 1111 $20
Bad Checks Receivable 1262 $20
Torecord redeposit of bad check when it iscollected in cash or sufficient money isin individual’s account

or check clears.

Occasionally, despite the best efforts of the district staff, acheck will remain uncollectible. Rather than
writing it off as areduction of revenue, it is expensed to abudgetary account to reflect the occurrence asa
cost of "doing business."

DATE DESCRIPTION A/CNO. DEBIT CREDIT

General Journal entries:

6/30/xx Expenditures - Control: Bad Check 6030 $20
Expense
Bad Checks Receivable 1262 $20

Torecord wr ite-off of uncollectible checks.

Subsidiary Ledger entries:

Function Object Detail Amount
2520 6398  Other Expenses $20
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XVIl.  Resaeof Vocationa Projects
Inclusion of the cost of building avocational trades house in regular expenditures when it isto be sold,
usually the same year, has the effect of artificially inflating total expenditures and overstating per pupil cost.
To avoid such misstatements the following procedure should be adopted.

Assume that supplies, materials, and other costs going into the structure are $48,000. Further assume that
the house is sold by bid for $56,000. Thiswould be recorded asfollows:

DATE DESCRIPTION A/C NO. DEBIT CREDIT
General Journal entries:

Capital Projects Fund (42X)

3/30/xx Inventory for Resale 1315 $48,000
Cashin Banks 1111 $48,000

Capital Projects Fund (42X)

Cashin Banks 1111 $56,000
Inventory for Resale 1315 $48,000
Realized Revenues
& Noncash
Revenues- Control 5020 $ 8,000

Subsidiary Ledger entries:

Object Detall Amount
5196  Net Receiptsfrom Clearing Accounts $3,000

If the project is sold at aloss, the amount of the lossis recorded in General Ledger Account 6030,
Expenditures-Control.

If constructionisin progress at 6/30/xx, the value will be shown in the asset account 1315 and thus will not

decrease ending fund balance (is analogous to an investment, the conversion of one asset into another
asset).
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XVIII.  Interfund Transfers
A. Section 165.011, RSMo, and administrative interpretation defines several interfund transfersthat a
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school district may make. These transfers are Nonrecurring Transfers Made in Compliance with
Special Statutes or Residual Equity Transfers. Thetitle of each transfer reflects the Annual
Secretary of the Board Report (ASBR) terminology used in Part |-A, Transfer Summary, of that
report. The most common transfers are:

1 Textbook Fund Balance Transfer - Thetransfer of unspent Free Textbook amounts from
the General (Incidental) Fund to the Special Revenue (Teachers) Fund.

2. “Zero” TeachersFund Balance Transfer - Amounts from the General (Incidental) Fund
to the Special Revenue (Teachers) Fund to avoid deficitsin the Special Revenue
(Teachers) Fund.

3. Debt Service Fund Transfer - If abalance remainsin the Debt Service Fund after the total
outstanding bonded indebtedness has been paid, that balance may be transferred to the
Capital Projects Fund.

4. Transportation Calculated Cost Transfer - The amount of transfer from the General
(Incidental) Fund to the Capital Projects Fund for allowabl e transportation equipment
expenditures. Thistransfer amount is calculated annually by the Pupil Transportation
Section.

5. AreaVocational -Technical Schools Transfer - Any amount necessary from the General
(Incidental) Fund to the Capital Projects Fund to satisfy obligations of the Capital Projects
Fund for state approved area vocational schools |located within that school district.

6. Grant Match - The amount of transfer from the General (Incidental) Fund to the Capital
Projects Fund that provides the balance of district fundsto meet the local match
percentage requirement for that portion of any grant revenue expended for capital outlay

(equipment).

7. Energy Conservation L oans - The amount of transfer from the General (Incidental) Fund
to the Capital Projects Fund for the payment of principal and interest on Department of
Natural Resources loans (DNR) per Sections 160.302 and 640.653, RSMo, and Guaranteed
Energy Savings Performance Contracts per Sections 165.011.11 and 8.231, RSMo.

8. Food Services - The amount of transfer from the General (Incidental) Fund (food service
account) to the Capital Projects Fund for the purchase of kitchen/food service related
equipment.

9. Student Activities - The amount of transfer from the General (Incidental) Fund to the

Capital Projects Fund for the purchase of designated equipment/capital outlay from the
student activity account.

10. Revenue Transfer/$.18 - The “revenue transfer” from the General (Incidental) Fund to
the Capital Projects Fund for necessary capital outlay expenditures. The “revenue
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13.

transfer” cap amount is calculated annually by the School Finance Section. Special
restrictions may apply to the use of this unique transfer.

Revenue Transfer/$.06 - The “revenue transfer” from the General (Incidental) Fund to the
Capital Projects Fund for necessary capital outlay expenditures. The “revenue transfer”
cap amount is calculated annually by the School Finance Section. Special restrictions may
apply to the use of thisunique transfer.

Capital Projects Fund Interest - After making all placements of interest otherwise
provided by law, a school district may transfer from the Capital Projects Fund to the
General (Incidental) Fund theinterest earned from undesignated balancesin the Capital
Projects Fund. Interest earned isinitially placed in the fund(s) which provided the
principal. If the district chooses, some or al of the interest earned in the Capital Projects
Fund on undesignated balances may be transferred to the General (Incidental) Fund.
Interest earned on bond proceeds (or some other restricted balance) cannot be transferred
to the General (Incidental) Fund.

Unspent Bond Proceeds Transfer - If abalance remainsin the bond proceeds after
completion of the project for which bonds where issued, the balance of bond proceeds
remaining in the Capital Projects Fund shall be transferred to the Debt Service Fund.

The General Journal entries for the transfersindicated previously are outlined below:

1

Textbook Fund Balance Transfer - Assume that Free Textbook Revenue account 5351
contained $8,453 and Free Textbook Expenditure account 6421 contained $5,827. Since
Free Textbook transactions are recorded in the General (Incidental) Fund, four entries will
be needed to accomplish the transfer to the Special Revenue (Teachers) Fund.

Operating subfund 12X A/CNO.DEBIT CREDIT
6/30/xx Fund Balance 3110 $2,626
Cashin Banks 1111 $2,626

Special Revenue (Teachers) Fund 20X

6/30/xx Cashin Banks 1111 $2,626
Fund Balance 3110 $2,626

“Zero” Teachers Fund Balance Transfer - Assume that the Special Revenue
(Teachers) Fund has alevy of $0.00 or has asmall levy that will not fully support the
expenditures from the fund. Thiswill require the district to transfer an amount on some
regular basis (monthly, quarterly, etc.) that will place revenue into the fund prior to
checks being written against the fund. Section 165.021 (4), RSMo, statesthat “No
shall be drawn...unless thereis sufficient money in the treasury and in the proper fund for
the payment of the indebtedness.” In this example, the district’s monthly Special
Revenue (Teachers) Fund payroll requirement is $52,000. Prior to these payroll checks
being written, the board must make atransfer from the General (Incidental) Fund to the
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Special Revenue (Teachers) Fund for at least the minimum amount required for that
month’s expenditure. Thefinal transfer in the current school year will be the amount
necessary to bring the fund to a“zero” ending fund balance. Since these funds are self
balancing, the entries to be made are indicated below:

Operating subfund 12X A/C NO. DEBIT CREDIT
6/30/xx Fund Balance 3110 $52,000
Cashin Banks 1111 $52,000

Special Revenue/Teachers Fund 20X

6/30/xx Cashin Banks 1111 $52,000
Fund Balance 3110 $52,000

Revenue Transfer/$.18/$.06 - Senate Bill 676, 1994, created the Capital Projects Fund and
requiresvirtually al capital expenditures be made from thisfund. Thisincludesall
expenditures for facility acquisition, construction, all lease purchase payments of principal
and interest, and all other capital outlay expenditures with the exception of certain
expenditures for classroom instructional capital outlay as defined in Section 165.011,
RSMo.

Section 165.011 (4), RSMo, alows adistrict to transfer amounts throughout the year from
the General (Incidental) Fund to the Capital Projects Fund up to a calculated cap (based
on the $.18/$.06 maximum transfer as calculated annually in the spring by School Finance),
less any amounts expended from the General (Incidental) Fund for classroom instructional
capital outlay purposesif certain conditions are met. These transfers should be made
throughout the school year on an as-needed (monthly) basis rather than making asingle
transfer at the end of the year. The $.18/$.06 revenue transfer cannot be used to build
balancesin the Capital Projects Fund. Only that portion of the $.18/$.06 revenue transfer
needed to cover capital expenditures not covered from some other source (such as Capital
Projects Fund levy receipts, grant revenue, other transfersinto the Capital Projects Fund,
etc.) may be made.

Theamount transferred to the Capital Projects Fund asarevenuetransfer cannot exceed
the amount expended from that fund minusthe following amounts:

-expenditures made from bond proceeds,

-expenditur es made from impact aid proceeds,

-amountsreceipted into the Capital Projects Fund in Revenue Codes 5111,

5112, 5114, 5115, 5116, and 5221,

-allowable Capital Projects Fund transfersfor Area Vo-Tec Schools, Grant

Match, Energy Conservation, Food Servicesand Student Activities.

-specified amountsreceipted into the Capital Projects Fund in state (5300)

and federal (5400) receipts.

NOTE: Section 165.011, RSMo, requires that all |ease purchases entered into (per Section
177.088, RSMo,) after January 1, 1997, be paid from a source other than the $.18 and $.06
revenue transfer. For most districts, thiswill require atax levy in the Capital Projects Fund
sufficient to generate revenue equal to the amount of the principal
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and interest payment on the new lease purchases. (Therestriction on the use of the
$.18/.06 revenue transfer for lease purchases entered into after January 1, 1997, does not
apply to the lease purchase of school buses per House Bill 641, 1997.)

Assume that the district must expend $10,000 for the replacement of windows. The board
must first confirm that the district actually has enough transfer ability by using the

“ Worksheet for Calculation of Allowed $.18/.06 Revenue Transfer” . Thisworksheet is
available from the School Finance Section and also as a“ Specia Report” found in the
1998-99 and later Annual Secretary of the Board Report (ASBR). |If the board findsthe
transfer authority adequate, it could then authorize the transfer of this amount from the
General (Incidental) Fund to the Capital Projects Fund with entriesto be recorded as
follows:

Operating subfund 12X A/C NO. DEBIT CREDIT
6/30/xx Fund Balance 3110 $10,000
Cashin Banks 1111 $10,000

Capital Projects Fund 42X

6/30/xx Cashin Banks 1111 $10,000
Fund Balance 3110 $10,000

NOTE: Thisexample can be used for any transfer from the General (Incidental) Fund to
the Capital Projects Fund such asthe “ Area V ocational-Technical School Transfer” and
the “ Transportation Calculated Cost Transfer”.

Debt Service Fund Transfer - Assume that the district has paid off all outstanding
bonded indebtedness. In the next year, the Debt Service Fund levy will be set at $0.00.
The district has two options regarding the residual revenuein thisfund. It may transfer
any remaining funds to the Capital Projects Fund or it may |eave the balance in the Debt
Service Fund for subsequent debt service requirements. If the district electsto make this
transfer from the Debt Service Fund to the Capital Projects Fund, the following entries will
need to be made:

Debt Service Fund 30X A/C NO. DEBIT CREDIT
6/30/xx Fund Balance 3110 $5,000
Cashin Banks 1111 $5,000

Capital Projects Fund 42X

6/30/xx Cashin Banks 1111 $5,000
Fund Balance 3110 $5,000

NOTE: The*“Unspent Bond Proceeds Transfer” from the Capital Projects Fund (41X) to
the Debt Service Fund isthe reverse of this example.
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XIX. I nvestments Record--Standardized Document

Theinvestmentsrecord is not a cash flow chart (used to predict investment potential) but is a standardized
document in which the date, amounts, interest rate, and interest earned may be recorded. Thisreport may be
incorporated into the monthly interim reports and is usually a schedule in the information section of the

annual audit.
INVESTMENT RECORD
7/1/XX 10 6/30/XX

Purchase Description Fund Maturity Amount Amount Interest
Date Date or Rate Earned
TILUXX Certificate of Special 1/31/xx 6.621% 200,000 7,724

Deposit Revenue

(Teachers)

VUXX U.S. Treasury Generd 6/30/xx 100,000 97,450 2,250

Bill (Incidental)
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FOR FEDERAL OR OTHER PROJECT EXPENDITURES

XX.

Matching Federal or Other Project Expenditures

Certain federal projects require that the LEA expend matching amounts from local sourcesin conjunction
with federal expenditures. The following method should clearly demonstrate arecord of such transactions
and "prove" that matching has occurred.

Section of LEA Budget

2220 6541 Library Equipment - Matching
2220 6541.55 Library Equipment - Federal Project.

Aninvoicefor $1,500 is processed for payment with one-half being paid by project 55 and the other half
being paid from the matching account immediately preceding the project account. The voucher jacket
should indicate $750 expended to 2220.6541 and $750 expended to 2220.6541.55, the federa project. If the
vouchers arefiled by account code it will be necessary to make Xerox copies of the voucher and its
contents to place in the two file locations.

It isimportant in this processto properly code the function/program and object in addition to the source of
funds or project code. If the expenseisfor media equipment, it should be coded 2220 and not 2320 - general
administration.

School Finance 227 Jduly 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING PROCEDURES

SUBJECT: LEASE PURCHASE PROCEDURE NO: PRC-521

XXI.

L ease Purchase

A school district has only two options avail able when entering into alease purchase transaction for the
purpose of making a capital outlay expenditure. Option oneisthe lease purchase authorization found in
Section 177.088, RSMo, which reguires a district to enter into an agreement with a not-for-profit corporation.
The requirement to conduct alease purchase through a not-for-profit corporation restricts adistrict’s ability
to directly incur “debt” through a bank, bus company, or other for-profit type organization. Optiontwoisa
new |ease purchase option available only for the purchase of energy savings equipment (lighting, controls,
etc.) purchased through a Guaranteed Energy Savings Performance Contract authorized per Section 8.231(6),
RSMO. Section 8.231, RSMo, appears to provide authority to lease purchase outside the constraints of
Section 177.088, RSMo. This means alease purchase agreement may be made directly with an equipment
vendor if the conditions of Section 8.231, RSMo, are met. Transfers required from the Incidental Fund to the
Capital Projects Fund to pay the principal and interest for alease purchase agreement as a part of a
guaranteed energy savings performance contract are authorized per Section 165.011(11), RSMo, only if the
criteriadescribed in Section 8.231, RSMo, are met.

This section will deal with the typical |ease purchase entered into per section 177.088, RSMo.

Asprovided in Section 165.011(5), RSMo, the cost of alease purchase entered into after January 1, 1997,
may not be paid using the $.18/.06 Revenue Transfer. For most districts, this would require a separate levy
in the Capital Projects Fund to cover the principal, interest, and fees for the new |ease purchase agreement.
(NOTE: Therestriction on the use of the $.18/.06 Revenue Transfer does not apply to the lease purchase of
a school bus entered into per Section 177.088, RSMo, or copy machines used only for office operations,
even if entered into after January 1, 1997.) Other methods of financing the |ease purchase cost may
include the commitment of Capital Projects Fund balances for the life of the agreement if balances are
sufficient. Under no circumstance may the $.18/$.06 Revenue Transfer be used to pay for new lease
purchase agreements entered into per Section 177.088, RSMo, after January 1, 1997 (other than the two
exceptions noted above).

The district should be aware of the distinction made between a*“lease” or "rental” with no intent to acquire
title (General (Incidental) Fund expenditure) and alease purchase agreement where adistrict will taketitle to
property (Capital Projects Fund expenditure) at some future date.

Remember, Section 177.088 (11), RSMo, providesthat if adistrict planstotaketitle to property purchased
with alease/rental or third party |ease purchase, the expenditure for principal and interest MUST be paid
from the Capital Projects Fund. If thetransactionistreated asarental, paid from the General (Incidental)
Fund, and a buy-out with assumption of titleis offered to the district at the end of the lease/rental period,
the full amount expended for the property will be deducted as an adjustment to the funds payabl e to the
district pursuant to Section 163.031, RSMo, (Basic Formula) in the year following the transfer of titleto the
district.

When a district entersinto a Not-for-Profit |ease purchase with athird party to acquire a new building the
third party corporation will actually build and own the building for the term of the |ease purchase agreement.
All construction expenditures will be made by the third party not-for-profit organization. The school district
WILL NOT PAY ANY CONSTRUCTION COSTS. However, thelocal board of education may review and
approve all appropriate construction invoices/bills prior to the third party paying such invoices/bills. Once
again, CONSTRUCTION EXPENDITURESWILL NOT BE REFLECTED IN THE SCHOOL DISTRICT
ACCOUNTING RECORDS.

The only expenditures indicated on the school district books are the annual lease purchase principal,
interest, and fees made to the corporation. Thiswould be recorded as a Capital Projects Fund expenditure
with the principal charged to the Capital Projects Fund, Function Code 4050, Facilities Acquisition and
Construction, Expenditure Object Code 6521, Buildings. The amount charged as interest would be recorded
in the Capital Projects Fund, Function Code 5230, Object Code 6623.
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Thetotal value of the construction project should be recorded in the district’s General Fixed Assets
Account Group and Subsidiary Accession Ledger (see PROCEDURE NO: PRC-513, Capital Expenditures
and Accounting for Fixed Assets) if applicableto the district. Consideration should also be given to
recording an entry in the General Long-Term Debt Account Group. Consultation with the district auditor
would be of benefit in this process. Remember, therewill be no entry in the Debt Service Fund for the
duration of thislease purchase. The Debt Service Fund isused only to service general obligation bonded
indebtedness. Theentries are asfollows:

Revenues (When a Capital Projects Fund levy is established) DEBIT CREDIT
1) Cash 50,000
Revenues - Taxes, Current (5111) 26,000
Revenues - Taxes, Delinquent (5112) 13,000
Revenues - State Assessed Utility Tax (5221) 11,000
Torecord thereceipt of variousrevenues.
Expenditures
2) Expenditures- Facilities Acquisition and 43,000

Construction. (4050 Principal Amount of Lease
Payment Only) (6521 Expenditure Object)

Expenditures- I nterest (5230.6623) 12,500
Cash 55,500

Torecord yearly lease pur chase payment.

The Not-for-Profit corporation pays all of the bills so these expenditures are not reflected in the school
district's books thus eliminating the chance for doubling or inflating expenditures for the school district. If a
school district had to lay out some up front money to a contractor or architect and the not-for-profit sends
the school district a check, the district should deposit the check and record it as a credit against the
expenditure account so asto reverse that initial expenditure transaction already on the books.

Indistricts utilizing aModified Accrual basis of accounting, based upon the Financial Accounting
Standards Board (FASB SFAS No. 13), ownership of the property transferring to the lessee (the school
district) by the end of the lease term is one of the criteriaby which aleaseisto be capitalized. This
capitalized lease then represents the purchase or construction of general fixed assets which should be
shown as an expenditure and other financing source in agovernmental fund (National Council on
Governmental Accounting, NCGA -5).

The accrual district should record the total value of the leased assets in the General Fixed Assets Account
Group. Inthefirst year of acceptance of construction funds for the lease purchase, the total cost of the
asset (building) will be booked as an expenditure under the proper function and object codes; (for example:
Function 4050, Object 6521) and the total principal amount of the |ease purchase agreement as Other Non-
Current Revenue, Code 5690 to offset the indicated expenditure. In subsequent years, only the lease
purchase principal and interest payments would be recorded in Function Code 5100, Principal and 5200,
Interest (net interest),respectively. Keep in mind that only the net interest cost should be recorded as
opposed to showing arevenue and alarger interest expenditure.

School Finance 229 Change 4 — June 15, 2000



MISSOURI FINANCIAL ACCOUNTING MANUAL
SECTION: ACCOUNTING PROCEDURES

SUBJECT: GENERAL OBLIGATION BONDS PROCEDURE NO: PRC-522

XXIl.  Bond Transactions

A school district may issue bonds for avariety of purposes as defined by Section 164.121, RSMo. A school district may issue
original (or new) bonds or adistrict may refund (refinance) existing bonds. It isimportant to remember the correct placement
of bond proceeds and the correct fund from which issuance costs may be paid. These are asfollows:

1. Newbondissue: Proceeds are always placed in the Capital Projects Fund since thisisthe fund from which al
planned capital expenditureswill be made. |ssuance costs are typically paid from the Capital Projects Fund
where the bond proceeds have been placed but may, at the discretion of the district, be paid from the General
Fund. Typical issuance costsinclude bonding attorney costs, costs of bond sales, registration fees, bond
printing costs and other costs associated with issuing the bonds. (NOTE: Paying agent fees are paid from the
Debt Service Fund.)

2. Refunding bond issue: Proceeds are actually placed in an escrow account but are accounted for in the Debt
Service Fund from which expendituresto pay off existing debt will be made. |ssuance costs are always paid
from the General Fund. Typical issuance costs include bonding attorney costs, costs of bond sales, registration
fees, bond printing costs, and other costs associated with issuing the bonds. (NOTE: Paying agent fees are paid
from the Debt Service Fund.)

Thejournal entries associated with either type of bond issue are complex. Further complicating the issue of bondsis a
combined issuance where adistrict issues new bonds along with arefunding of existing bonds. In this case, care must be
taken to ensure the proper entries are made for each transaction individually. Section“A” below provides a series of entries
typically used to record anew issue of bonds. Section “B” provides aseries of entriestypically used to record various types
of bond refundings.

Section A. Issuance of New Bonds:
The following transactions address a typical new issue scenario but may not address every situation encountered. |f
questions arise, the district auditor may be avaluable resourcein resolving ajournal entry question.

Assumptions:
New Bonds I ssued $18,000,000.00
Discount on Bonds Sold * $133,768.90
Premiumon Bonds Sold * $159,591.65
Accrued Interest $2,744.30
Costs of Issuance $259.257.02

* There will not always be adiscount and apremium. Most issues have neither. Some have either adiscount or premium
This example happens to have both a premium and a discount.

Thetransaction above should appear on the Annual Secretary of the Board Report (ASBR) asfollows:
Part 11--Revenue Summary in the Capital Projects Fund:

5610 Saleof Bonds 18,000,000.00

Part 11--Revenue Summary in the Debt Service Fund:

5140 Earningson Investments 2,744.30
5143 Premium on Bonds Sold— Interest Adjustment 159,591.65

Part 11l—Expendituresin the Capital Projects Fund:

5310-6631 |ssuance Costs for Bonded Indebtedness (May also be made 259,257.02
from the Incidental Fund)
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Part 111—Expenditures in the Debt Service Fund:

5240-6624 Discount on Bonds Sold— Interest Adjustment 133,768.90

Part IV Section 3, Long and Short Term Debt

8001 Balance, Beginning of Y ear $0.00
8002 Amount Borrowed During Y ear 18,000,000.00
8003 Amount Repaid During Y ear 0.00*
8004 Balance, End of Year 18,000,000.00 *
8005 Interest Paid During Y ear 0.00*

* These may be different if the new bonds require a payment during the fiscal year in which the bonds are issued.
Detail of Part |, 3412, Restricted Fund Balance By Fund:

1004 Bond Proceeds (Capital ProjectsFund) 18,000,000.00

This represents the unspent bond proceeds at the end of the fiscal year (the example assumes total proceeds are

unspent at the end of the fiscal year). These funds are restricted for the purposes for which the bonds were issued.

ISSUANCE OF NEW BONDS — JOURNAL ENTRIES

Example A — New bonds sold at par, premium, or discount when there are sufficient fundsin the Debt Service Fund. If there
are not sufficient fundsin the Debt Service Fund to pay the discount, see Example B.

Account Number DR CR
General L ong-term Debt Account Group:
Amount to be provided for Payment of Bonds 1611 $18,000,000.00
Amount Available for Payment of Accrued Int. 1630 2,744.30
Bonds Payable 2711 $18,000,000.00
Accrued Bond Interest Payable 2142 2,744.30
Capital Projects Fund:
To record the issuance of the bonds.
Cash 1111 $18,000,000.00
Sale of Bonds 5610 $18,000,000.00
To record the payment of bond issuance costs. (May also be paid from the General Fund)
Bond Issuance Costs 5310-6631 $ 259,257.02
Cash 1111 $ 259,257.02
Debt Service Fund:
To record the amount of monies received for accrued interest upon issuance of the bonds.
Cash 1111 $ 2,744.30
Accrued Interest on Bonds Sold 5142 $ 2,744.30
To record the bond premium.
Cash 1111 $ 159591.65
Premium on Bonds Sold— Int. Adj. 5143 $ 15959165
To record the bond discount. (If there are not sufficient fundsin the Debt Service Fund, see ExampleB.)
Discount on Bonds Sold— Int. Adj. 5240-6624 $ 133768.90
Cash 1111 $ 133,768.90
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Example B — New bonds sold at a discount when there are not sufficient fundsin the Debt Service Fund to cover the
discount. All entries are the same as Scenario 1, except the following two.
Account Number DR CR

Capital Projects Fund:
To record the issuance of the bonds and the bond discount that is owed to the Capital Projects Fund.

Cash 1111 $17,866,231.10
Due From Debt Service Fund 1296 $ 13376890
Sale of Bonds 5610 $18,000,000.00
Debt Service Fund:
To record the bond discount and the amount that is owed to the Capital Projects Fund.
Dueto Capital Projects Fund 2187 $ 13376890
Discount on Bonds Sold—Int. Adj.  5240-6624 $ 13376890

When the district receives tax revenue and can reimburse the Capital Projects Fund for the amount of the discount, the
following transactions need to be made.

Capital Projects Fund:

Cash 1111 $ 13376890
Due from Debt Service Fund 1296 $ 18,000,000.00
Debt Service Fund:
To record the bond discount and the amount that is owed to the Capital Projects Fund.
Cash 1111 $ 13376890
Dueto Capital Projects Fund 2187 $ 13376890

Section B. |ssuance of Refunding Bonds:

Therearetwo types of debt refundings:
Current refundings-- The old bond issueis callable within 90 days of the issuance of the new issue and the proceeds of the
new issue are used immediately to repay the old issue.

Advancerefundings-- The old bond issue is not callable within 90 days of the issuance of the new issue. Advance
refundings are further identified as either defeased or cr ossover .

Defeased -- The proceeds of the new issue are placed into an escrow account and used to pay all of the portion of the old
issue being refunded (principal and interest) up to and including the call date. Thisresultsin a defeasance of the portion of
the debt being refunded as the old issue becomes the responsibility of the escrow account trustee and the district begins
paying on the new issue immediately. Therefore, the portion of the old issue that is defeased is removed from the district’s
financial statements and the money in the escrow account is not reflected in the district’ s financial statements. In some cases,
the district may have to add additional moniesto the escrow account from the Debt Service Fund in order for the escrow
account to be able to satisfy all of the payments on the old issue. Often the purpose of thistype of refunding isto restructure
the district’s debt payments.

Crossover -- The proceeds of the new issue are placed into an escrow account. However, unlike defeased bonds, the escrow
account pays only the interest payments on the new issue and the district continues to make all of the payments on the old
issue until the optional call date of the old bonds. Thisdate is often referred to asthe crossover date. Under this type of
refunding, the payments to be made by the district will not change until the crossover date. From the date of the refunding to
the crossover date, the district will continue making the payments on the old bonds. The old bonds will remain on the

district’ s books due to the fact that these bonds have not been defeased. Consequently, both the new issue and the old issue
would be reported in the district’ s financial records until the crossover date. At the crossover date, the old bonds become
callable, which means the old issue is defeased and removed from the district’ s financial statements. The district then begins
making payments on the new issue. Thedistrict will record the refunding bonds (new issue) as aliability or increasein bonds
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outstanding. The securities purchased or assets acquired from the bond proceeds (escrow account) will be recorded as an
increasein the district’s Debt Service Fund, with the escrow amount shown as “restricted”. Therefore, thereisno net increase
in total debt outstanding as the escrow account assets offset the increased liability of the refunding bonds. The ultimate
effect of acrossover refunding isto reduce the bond payments (cash flow requirements) from the crossover date to the final
maturity of the old issue.

Differencesin Advanced Refundings:

Defeasance Crossover
Immediately begins making all Continuesto pay al required
payments that are required for the payments of the old bonds until the

crossover date. At the crossover
date the district begins making
payments on the new issue.

The district: new issue.

Isfully funded so that it can make all
required payments of the old issue.

Paystheinterest payments on the
new issue until the crossover date.
At the crossover date the balancein
the escrow account pays off the old
bonds.

The escrow account:

Both the new and the old bonds until
the old bonds are paid off on the
crossover date.

Only the new bonds. The old bonds
are completely written off the
district’ s books.

The debt of the district includes:

Accrued interest is sent to: The district. The escrow account.

The following examples may not exactly correspond with the documents the district receives during the bond issuance. Some
bond underwriters will net the costs of issuance against the bond proceeds and send a check (wire transfer) for the net
difference. The following information showswhat the district needs to report on the Annual Secretary of the Board Report.

The only expenditure for “ Other Fees’ that may be paid from the Debt Service Fund isfor paying agent fees. If the bond
transaction is arefunding of existing bonds, other fees such as the bond attorney costs, costs of bond sales, registration fees,
bond printing, and other costs associated with issuing bonds are paid from the General (Incidental) Fund, (RSMo 108-180 &
108-140.1, MO Const Article VI, Sect 29). Based on these statutory and constitutional provisions, it appearsthat a district
cannot receipt refunded bond proceeds into the General Fund for the payment of issuance costs, or for any other reason.

EXAMPLE A: CURRENT OR DEFEASED REFUNDING OF BONDS— ASBR REPORTING

Assumptions:

New Issue $3,090,000.00
Old Issue Balance 3,200,000.00
Amount of District Contribution 400,700.63
Accrued Interest (Paid to the district on defeasance) 10,493.12
Costs of Issuance 61,800.00
Two wire transfers may occur on the settlement date:
1) Accruedinterest issent to thedistrict 10,493.12
2) Net proceeds from the new issue are sent to the escrow account

(New issue minus costs of issuance) 3,028,200.00

The district then sends a check to the escrow account to fully defease the old issue:

$ 61,800.00 costs of issuance (from General Fund )?

+ 10,000.00 principal differencein the old and new issues (from Debt Service Fund)

+ 328,900.63
$400,70063 Total District Contribution
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The abovetransaction should appear on the Annual Secretary of the Board Report (ASBR) as shown below:
Part I1--Revenue Summary in the Debt Service Fund (Column 3)
5690 Other Non-Current Revenue 3,090,000.00
5142 Accrued Interest 10,493.12

Part 111-B—Expenditures

5110-6611 Principal — Debt Service Fund 3,100,000.00
5210-6621 Interest— Debt Service Fund 328,900.63"
5310-6631 Other Fees, etc. (Debt Service Fund for Paying Agent Feesor

General Fund (I11-A, B, and C) for all other fees per footnote 2) 61,800.00°

Part IV Section 3, Long and Short Term Debt

8001 Balance, Beginning of Year 3,100,000.00
8002 Amount Borrowed During Y ear 3,090,000.00
8003 Amount Repaid During Y ear 3,100,000.00
8004 Baance, End of Y ear 3,090,000.00
8005 Interest Paid During Y ear 328,900.63

The defeased bonds are no longer on the district’ s books. Line 8003 shows that bonds have been paid. The money in the
escrow account isnot listed in fund balances.

EXAMPLE A: CURRENT OR DEFEASED REFUNDING OF BONDS — JOURNAL ENTRIES

Account Number DR CR
General Long-Term Debt Account Group:
Amount to be Provided for Payment of Bonds 1611 $3,100,000.00
Amount Available for Payment of Accrued Int. 1630 10,493.12
Bonds Payable 2711 $3,100,000.00
Accrued Bond Interest Payable 2142 10,493.12
Debt Service Fund:
To record the amount of monies received for accrued interest upon issuance of the bonds.
Cash 1111 $ 1049312
Accrued Interest on Bonds Sold 5142 $ 1049312
To record the issuance of the bonds
Cash 1111 $3,090,000.00
Other Noncurrent Sources—
Sale of Refunding Bonds 5692 $3,090,000.00
! Calculation of 5210-6621 Interest:
New Issue $3,090,000.00
Costs of Issuance 61,800.00
Net Amount Received from New Issue 3,028,200.00
Plus Amount of District Contribution 400,700.63
Minus Old Issue (3,100,000.00)
Interest Expense _$328,900.63

The only expenditure for “ Other Fees’ that may be paid from the Debt Service Fund is for paying agent
fees. Other fees such as the bond attorney costs, costs of bond sales, registration fees, bond printing, and
other costs associated with issuing bonds are paid from the General (Incidental) Fund if the bond
transaction isarefunding of existing bonds.
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To record the payment of principal.

Bond Principal 5110-6611 $3,100,000.00
Cash 1111 $3,100,000.00

To record the district contribution to the escrow account that is required to fund the future interest paymentsto fully
defease the old bond issue.
Interest 5210-6621 $ 328,900.63
Cash 1111 $ 328,900.63

General (Incidental) Fund:
To record the payment of bond issuance costs.
Bond Issuance Costs 5310-6631 $ 61,800.00
Cash 1111 $ 61,800.00

EXAMPLE B: CROSSOVER REFUNDING OF BONDS— ASBR REPORTING

When a crossover refunding occurs, the district continues to make the bond principal and interest payments on theold issue
and the escrow account pays the interest on the new issue until the crossover date. Therefore, it isnecessary in thisexample
to reflect two separate types of transactions— issuance of the refunding bonds and payments made on the old issue. The
majority of crossover refundings are partial refundings of old bonds rather than arefunding of the full issue.

Assumptions:
First Transaction:
New |ssue $1,690,000.00
Balance Outstanding on Old Issue
(including callable bonds of $1,690,000.00) 2,500,000.00
Accrued Interest (Paid to escrow account on crossover) 257201
Costs of Issuance 33,300.00

There may be someinstances where the district would need to add to the escrow account from the Debt Service Fund to make
sure the escrow account can fully pay interest payments as they come due. Please consult with School Finance and your
bond counsel if this should happen.

Second Transaction:
Current Y ear Payment on Old Issue 70,000.00
Interest Payment on Old Issue 111,155.00

Thefirs transaction above should appear on the Annual Secretary of the Board Report (ASBR) asfollows:
Part | --Detail of Part | 3412 Restricted Fund Balance of Debt Service Fund

1005 Escrow Account for Crossover Refunding 1,692,572.01
Part I1--Revenue Summary in the Debt Service Fund (Column 3)

5690 Other Non-Current Revenue 1,690,000.00

5140 Earningson Investments 257201

Part 111--Expenditures
5300-6630 Other Fees, etc. (Debt Service Fund for Paying Agent Feesor
General Fund (I11-A,B, and C) for all other fees per footnote 2 pg. 234) 33,800.00

The second transaction above should appear on the ASBR asfollows:

Part 111-B--Expenditures
5110-6611 Principal 70,000.00
5210-6621 Interest 111,155.00

School Finance 235 Change 4 — June 15, 2000




MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: ACCOUNTING PROCEDURES

SUBJECT: GENERAL OBLIGATION BONDS PROCEDURE NO: PRC-522

The second transaction above should appear on the ASBR asfollows:

Part 111-B--Expenditures
5110-6611 Principal 70,000.00
5210-6621 Interest 111,155.00

Thetwo transactionstogether should appear asfollows:
Part IV Section 3, Long and Short Term Debt

8001 Balance, Beginning of Y ear $2,500,000.00
8002 Amount Borrowed During Y ear 1,690,000.00
8003 Amount Repaid During Y ear 70,000.00
8004 Balance, End of Year 4,060,000.00
8005 Interest Paid During Y ear 111,155.00

Detail of Part I, 3412, Restricted Fund Balance By Fund
1005 Escrow Amount for Crossover Refunding (Debt Service Fund) 1,692,572.01

Escrow account interest income and interest expense.
The money in the escrow account will earn the same interest rate being charged for the bonds. The escrow account will
receive interest income equal to interest expense for the bonds. This transaction should be reported on the ASBR as:

Part I1--Revenue Summary in the Debt Service Fund (Column 3)
5140 Earningson Investments $84,500

Part 111-B--Expenditures
5210-6621 Interest $84,500

EXAMPLE B: CROSSOVER REFUNDING OF BONDS— JOURNAL ENTRIES

Account Number DR CR
General Long-Term Debt Account Group:
Amount to be Provided for Payment of Bonds 1611 $1,690,000.00
Amount Available for Payment of Accrued Int. 1630 257201
Bonds Payable 2711 $1,690,000.00
Accrued Bond Interest Payable 2142 257201
Debt Service Fund:
To record theinitial issuance of the refunding of the bonds.
Escrowed Cash 1151 $1,690,000.00
Other Noncurrent Sources—
Proceeds of Refunding Bonds 5692 $1,690,000.00
Escrowed Cash 1151 257201
Accrued Interest on Bonds Sold 5142 257201
General (Incidental) Fund:
To record the payment of bond issuance costs.
Bond Issuance Costs 5310-6631 $ 33,800.00
Cash 1111 $ 33,800.00
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XXIII.  Advance Funding

The Advance Funding Program or Cash Flow Financing is a program offered through the Missouri School
Boards Association that allows school districts anticipating cash flow problems during the fiscal year to
utilize their ability to borrow against anticipated tax revenue (through tax and revenue anticipation notes).
Often the yield on the borrowed funds, particularly that portion of borrowed funds not being used by the
district, exceed the cost of borrowing and thus earn interest revenue for the district. For districts that do not
earn interest revenue there may be some reduction in total borrowing costs.

After adistrict determines that a cash flow deficit will occur during the year, the district may borrow through
the Advance Funding Program in anticipation of this possibility by issuing Tax and Revenue Anticipation
Notes which are then purchased by the Health and Educational Facilities Authority of the State of Missouri
(MOHEFA) in an amount equal to the estimated cash flow deficit plus the next month expenditure in that
fund. Thisborrowed money isthen invested by the program for a period up to 13 monthswhen it is not
being used by the district. These fundsare "drawn down" by the district as needed and reinvested when
revenues become available.

When a school district participates in the Advanced Funding Program some portion of the money is never
actually received by that district. In order to properly account for thistransaction, the liability "in total" will
berecorded. Thedistrict will be provided with anticipated cash flow projections by the finance corporation
but these are only projections. All recorded accounting entries such as "paybacks" (drawdowns on funds)
will be the amount actually sent by the district to the financial institution. Investment earningswill be
recorded from statements of actual earnings sent by the financial institution. Transactions are recorded in
the fund for which the loan was made. For this example, the projected amounts are used (the liability and
costs listed on a cash flow analysis are actual data).

Sample Projected Data: Transaction Principal Amount: $780,559.49

Less Cost -11344.49

Net Proceeds 769,215.00
Net Proceeds (Drawdowns) Transaction Investment Investment
Date Received Paybacks! Repayment Earnings? Balance
01-Aug-94 $769,215.00 ($169,215.00) $0.00 $600,000.00
01-Sep-94 0.00 3,000.00 0.00 $4,167.21 607,167.21
01-Oct-94 0.00 3,700.00 0.00 4,080.96 614,948.17
01-Nov-94 0.00 4,000.00 0.00 4,271.03 623,219.21
01-Dec-94 0.00 3,099.00 0.00 4,188.85 630,507.05
01-Jan-95 0.00 155,416.00 0.00 4,379.10 790,302.15
01-Feb-95 0.00 (34,215.00) 0.00 5,503.97 761,591.12
01-Mar-95 0.00 5,000.00 0.00 4,790.72 771,381.84
01-Apr-95 0.00 10,000.00 0.00 5372.20 786,754.04
01-May-95 0.00 9,000.00 0.00 530251 801,056.55
01-Jun-95 0.00 9,000.00 0.00 5,578.87 815,635.42
30-Jun-95 0.00 0.00 817,602.20 5,313.92 0.00
01-Aug-95 0.00 0.00 0.00 0.00 0.00

TOTAL $769,215.00 $817,602.20° $52,949.34

! Paybacks recorded will be the actual amount sent by the district to the financial institution

2 Recorded from statements of actual earnings sent by the financial institution.

3 Includes loan interest
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Transaction Repayment by Fund Type:

Special Revenue (Teachers) Fund $0.00
General (Incidental) Fund $0.00
Capital Projects Fund $817.602.20
TOTAL $817,602.20

1. Torecord theliability and drawdown on the Advance Funding Program:

A/C No. DEBIT CREDIT
Cashin Banks 1111 $169,215.00
Other Investments-Advance Funding Program 1149 600,000.00
Other Fees, etc. 5321 11,344.49
Loans Payable 2121 $780,559.49
2. Torecord payback into investment balance (e.g. Sept)
A/CNO. DEBIT CREDIT
Other Investments-Advance Funding Program 1149 3,000.00
Cash 1111 3,000.00
3. Torecordinvestment earnings (e.g. Sept)
Other Investments-Advance Funding Program 1149 4,167.21
Earnings on Investments 5141 4,167.21

4. Torecord repayment at end of agreement period (cash will be acredit item if abalance is due from the district).

Loans Payable 2121 780,559.49

Interest 5221 37,042.71

Cashin Banks 1111 3,347.13
Other Investments-Advance Funding Program 1149 815,635.41
Earnings on Investments 5141 5,313.92

The following amounts would be reported on the Annual Secretary of the Board Report (ASBR):

Part Code Description Amount

Il 5140 Earnings on Investments $ 52,949.33
I-A 5200 Interest 37,042.71
I-A 5300 Other Fees, etc. 11,344.49
I-B 5200-6600 Interest 37,042.71
I-B 5300-6600 Other Fees, etc. 11,344.49
n-C 6620 Interest 37,042.71
-c 6630 Other Fees, etc. 11,344.49
VI3 8002 Cal 3, Other Short Term Debt (Borrowed) 780,559.49
VI3 8003 Cal 3, Other Short Term Debt (Repaid) 780,559.49
VI3 8005 Cal 3, Other Short Term Debt (Interest paid)  37,042.71
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XXIV.  Transportation Receipt/Expenditure Coding

The manual entitled Missouri State Transportation Aid Document Preparation Manual published annually
by the School Transportation Section provides detailed information about various aspects of school
transportation. This document should be the primary source of information concerning school
transportation issues. The accounting manual procedure below addresses only information pertaining to
transportation revenue and expenditure coding. All other transportation related questions should be
directed to the manual mentioned above or the School Transportation Section at (573) 751-2626.

The calculation of state transportation aid is based on the transportation application, school bus, and
facility depreciation schedules, and the following fields from the Annual Secretary of the Board Report

(ASBR):
1 Part I 5640, Sale of School Buses
2. Part I 5840, Transportation Amounts Received from Other LEAS
3. Part 111-B 2551, Contracted Pupil Transportation, and/or
2552, District Owned Pupil Transportation
4, Part 111-B 2553, Contracted Handicapped Transportation, and/or
2554, District Owned Handicapped Transportation
5. Part 111-B 2555, Payments to Other Districts for Transportation
6. Part 111-C 6341, Contracted To and From
7. Part 111-C 6342, Other Contracted Pupil Transportation -- Non-Route
8. Part 111-C 6552, Pupil Transportation V ehicles (School Buses)

Annual Secretary of the Board Report (ASBR) data entries:

REVENUES

REVENUE DESCRIPTION PART I, REVENUE CODE REMARKS

State Aid, Transportation 5312 Placed in the General and
Special Revenue Funds based
on theratio of the adjusted
tax rate for that fund to the
total adjusted tax rate for the
two funds.

Sale of School Buses 5640 Capital Projects Fund

Transportation Amounts Received from 5840 Placed in the General Fund.

Other LEAs - Amounts received from other
districts as a part of an interdistrict contract or
districts who receive funds from afiscal agent
acting on behalf of a Co-op such as Early
Childhood Special Education (ECSE)

EXPENDITURES

NOTE: Thelinetotal of Part I11-A for each function code must equal Part I11-B, 6100-6600, TOTAL for the same
function code. When you make correctionsto the Annual Secretary of the Board Report (ASBR), Part | 11-A or
[11-B, remember to make the corresponding correctionsto the other appropriate parts of thereport (I111-A, 111-B
and|11-C).
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DESCRIPTION

Construction or renovation of facilities such asa
bus barn or maintenance garage. When the total
expenditurein afiscal year is$1,000.00 or more,
those facility costsmust be added to the Facility
Depreciation Form.

When the total expenditure for the construction

or renovation of facilitiesin afiscal year is

less than $1,000.00, those facility costsshall

not be added to the Facility Depreciation Schedule.

School bus lease purchase principal payments

(paid between July 1 and June 30). A lease purchase
principal repayment recorded in any other manner
could result in aloss of state transportation aid.

School bus lease purchase interest payments
(paid between July 1 and June 30).

Any vehicle purchase other than school buses,
(even if used to transport students) is a non-allowable
expenditure.

Regular Transportation, Contracted.

Regular Transportation, District Operated.
Thereis no specific entry on Part 111-C because
expenditures for district owned transportation are
included in their appropriate object (6150-6500).

Handicapped Transportation, Contracted

Handicapped Transportation, District Operated
Thereis no specific entry on Part 111-C because
expenditures for district owned transportation are
included in their appropriate object (6150-6500).

Payments to another district for transportation.

Other Contracted Pupil Transportation, Non Route

School Finance 240

PART #

-A
-B
nm-c

-A
-B
nm-c

-A
-B
nm-c

-A
-B
nm-c

-A
-B
nm-c

-A
-B
nm-c

-A
-B

-A
-B
nm-c

-A
-B

-A
-B
nm-c

-A
-B
nm-c

FUNCTION OBJECT
4000
4000 6500
6521, 31, 41 as
appropriate
2552
2552 6500
6521, 31, 41 as
appropriate
2552
2552 6500
6552
5200
5200 6600
6620
2558
2558 6500
6541
2551
2551 6300
6341
2552
2552 as appropriate
2553
2553 6300
6341
2554
2554 as appropriate
2555
2555 6300
6341
1100-1400
1100-1400 6300
6342

Change 4 — June 15, 2000



MISSOURI FINANCIAL ACCOUNTING PROCEDURES

SECTION: ACCOUNTING PROCEDURES

SUBJECT: TRANSPORTATION RECEIPT/EXPENDITURE

CODING PROCEDURES PROCEDURE NO: PRC-524
DESCRIPTION, Continued PART # FUNCTION OBJECT
Early Childhood Specia Education (ECSE) District Operated. 111-A 2554
The district should utilize a project number extension -B 2554 as appropriate

codein order to isolate ECSE program expenditures for
reporting purposes. Thereisno specific entry on Part 111-C
because these expenditures are included in their appropriate

object (6150-6500). NOTE: Transportation of K-12,

Handicapped on separate routes, must be reported separately from
regular transportation costs and are coded asin this example.

Early Childhood Specia Education (ECSE), Contracted I-A 2553

and K-12, Handicapped - Contracted on approved -B 2553 6300

separate routes. "n-c 6341
Administrative costs for contracted services arelimited I-A 2551

by 5 CSR 30-261.040 (1) (1) to five percent (5%) of -B 2551 as appropriate

the total contracted cost. Thetotal amount for
administrative servicesin the object codes for function
2551 cannot exceed 5% of the total transportation
expenditures. Thereisno specific entry on Part |11-C
because these expenditures are included in their appropriate

object (6150-6500).
Administrative costs for district operated are limited I-A 2552
by 5 CSR 30-261.040 (1) (1) to five percent (5%) of -B 2552 as appropriate

the total district operated cost. The total amount for
administrative servicesin the object codes for function

2552 cannot exceed 5% of the total transportation
expenditures. Thereis no specific entry on Part |11-C
because these expenditures are included in their appropriate

obyject (6150-6500).
Fuel Expenditures such as gasoline, propane or diesel. I-A 2551,52, 54
11-B 2551, 52,54 6400
-C 6486
Video surveillance equipment is not an allowabl e cost. I-A 2558
n-B 2558 6500
-C 6541

Expenditures associated with Non-route miles may be coded in one of two ways. Seethe Missouri State
Trangportation Aid Document Preparation Manual. Contact the School Transportation Section with specific
questions at (573) 751-2626.

Expenditure coding proceduresfor Title I, Summer School can befound in the Missouri State Transportation
Aid Document Preparation Manual. Contact the School Transportation Section with specific questions.

NOTE: Vehicle gastax refunds should be applied as a credit to transportation supply expendituresin the year
received asisindicated in PROCEDURE NO: REQ-103, Accounting Principles and Palicies, Item “1”, 2.
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XXV.

Missouri Direct Deposit Program

The Missouri Direct Deposit Program was established by Senate Bill 301in 1995. The programis
administered by the Missouri Health and Educational Facilities Authority (MOHEFA). It was designed asa
credit enhancement mechanism for public school bonds by authorizing the direct deposit of a portion of a
school district’s state aid payments by the State of Missouri to atrustee bank that accumulates these
payments and then makes the principal and interest payment to the paying agent on the bonds.

The advantagesin participating in the program include:

a Higher rating on bonds resulting in an interest savings.

b. Costs of issuance may be reimbursed in whole or in part. (Costs of issuance include underwriters'
fees and expenses, attorneys' fees, printing, paying agent fees, registration with state auditor,
rating agency fees, and other similar costs. It includesthe cost of obtaining bond insurance,
subject to the requirement that the interest savings must exceed the cost of obtaining such

insurance.)

The following types of bonds are eligible for this program:

a Bonds to finance construction or renovation projects approved by the voters after January 1, 1995.
b. Bonds issued to refinance construction or renovation projects.
C. Bonds issued to refinance |ease purchase obligations.

A participating district isrequired to levy the full amount in the Debt Service Fund to meet the principal and
interest payments on the bonds as they come due. The district will be authorized to transfer from the Debt
Service Fund to the operating funds where the state aid would otherwise have been deposited for an
amount equal to the amount directly deposited to the trustee.

SENATE BILL 301 JOURNAL ENTRIES

Thefollowing are accounting procedures for direct deposit of state aid moneysto adirect deposit trustee to
pay general obligation bondsin accordance with Senate Bill 301 (Sections 160.534, 164.303, 165.091, 166.275,
166.300, 360.015, 360.106, and 360.111 - 360.118, RSMo). Although directly deposited with atrustee, the
district continues to be the legal owner of the funds. The district must ensure that the recording allows the
direct deposit moneysto eventually be credited to the correct fund to enable proper reporting of state aid
(Basic Formulamoney or other moneys if so diverted) in the General (Incidental) and Special Revenue
(Teachers) Funds, whereit will be reflected on the Annual Secretary of the Board Report and compared with
the DESE payment file. Journal entries are also included to account for the payment of principal, interest,
and fees, and to record any interest income earned on the direct deposit account.

PROCEDURE A - Recording Monthly State Aid Payment

Assumptions:
1 Didtrict receives $1,000,000/month in state foundation aid

2. Principal and interest escrow is $24,000/month and is directly deposited to atrustee
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TheTollowing two journal entries are to record the montnly Staie aid payment of $1,000,000. The $976,000

($1,000,000 - 24,000) received from DESE isrecorded as usual in the General (Incidental) Fund while the

$24,000 isrecorded as an escrowed cash receipt in the district’s Debt Service Fund (the $24,000 is actually
directly deposited to and held by atrustee and is not received by the district).

A/C NO. DEBIT CREDIT

General (Incidental) Fund
Cashin Banks 1111 976,000

Revenues (state aid) 5311* 976,000
Debt Service Fund
Escrowed Cash 1151 24,000

Temporary Direct Deposit

Revenues 5691 24,000

* Refer to the revenue transmittal sheet received with the monthly payment for additional state revenue
codes that may be reduced to account for the entire amount of funds diverted.

The following two journal entries are to record the $24,000 payment from the Debt Service Fund regular cash
account 1111 (district Debt Service Fund bank account) to the General (Incidental) Fund to reflect the
remaining portion of the state aid in the General (Incidental) Fund under revenue code 5311. Thisentry
effectively reverses the revenue recorded earlier in the Debt Service Fund to eliminate double recording of
the $24,000 state aid revenuesin both the Debt Service Fund and the General (Incidental) Fund.

Since the Debt Service Fund is required by statute to be in a separate bank account, the district will be
required to institute a banking transfer from the Debt Service Fund bank account to the account containing
the General (Incidental) Fund at thistime for the $24,000. Thefollowing journal entries should be made
when these transfers actually occur. It would be beneficial for the district to initiate and record these
transfers on amonthly basis; therefore avoiding any confusion regarding the transfer of interest earned on
these moneys (Option #1). However, if the school district will incur adeficit fund balance in the Debt
Service Fund, then the school district would only transfer moneys when the funds are available. If al
moneys are not available to be transferred to the General (Incidental) Fund then aliability will need to be
established (Option #2). Seerelated journal entries below.

Option #1 - Example assumesthat the Debt Service Fund has a sufficient balanceto makethe

transfer.
A/C NO. DEBIT CREDIT

General (Incidental) Fund
Cash in Banks 1111 24,000

Revenues (state aid) 5311* 24,000
Debt Service Fund
Temporary Direct Deposit Revenues 5691 24,000

Cash in Banks 1111 24,000
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Option #2 - Example assumesthat the Debt Service Fund only has a balance of $17,000.

A/C NO. DEBIT CREDIT

General (Incidental) Fund
Cash in Banks 1111 17,000
Due From Debt Service Fund 1296 7,000

Revenues (state aid) 5311 24,000
Debt Service Fund
Temporary Direct Deposit Revenues 5691 24,000

Dueto Genera (Incidental) Fund 2182 7,000

Cash in Banks 1111 17,000

At this point, the Debt Service Fund owes the General (Incidental) Fund $7,000. When sufficient current tax
receipts have been placed into the Debt Service Fund to repay the Incidental Fund the following transaction
must be made:

General (Incidental) Fund

Cash in Banks 1111 7,000

Due from Debt Service 1296 7,000
Debt Service Fund
Dueto General Fund 2182 7,000

Cash in Banks 1111 7,000

PROCEDURE B - Recording Semi-Annual Payment of Principal, I nterest, and Fees

Bond payments are due March 1 and September 1. Payment is made by the direct deposit trustee to the
paying agent from the escrowed cash (recorded in the Debt Service Fund although physically held by the
direct deposit trustee). When the payment is made, the district reduces the amount in the escrowed Debt
Service balance by the amount of the payment to reflect the payment on the district’s books. The following
journal entry reflects the payment made after six months, by the direct deposit trustee, of the principal,
interest, and agent fees, if any.

A/C NO. DEBIT CREDIT
Debt Service Fund
Principal Reduction 5111-6611 130,000
Interest Expense 5211-6621 11,500
(Agent) Fees 5311-6631 2,500
Escrowed Cash 1151 144,000

PROCEDURE C - Recording I nterest Earned on Direct Deposit Account

Moneys placed in direct deposit with the trustee may be placed in an interest bearing account by the
trustee. The school district shall receive the earnings, or a credit for such earnings, for any amounts
invested which are attributable to the district. The district would need to make one of the following entries
to record theinterest in the Debt Service Fund.

To record interest income of $8,250 received on the direct deposit moneys held by the trustee. (This entry

would be made if the trustee actually made a payment to the district and the money would be deposited into
the Debt Service Fund bank account.)
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A/C NO. DEBIT CREDIT
Debt Service Fund
Cashin Banks 1111 8,250
Earnings from Temporary
Deposits 5141 8,250

To record interest income of $8,250 earned on direct deposit moneys. (In thisinstance, interest is credited to
the district’ strustee direct deposit account as opposed to a payment actually being made to the district.)

A/C NO. DEBIT CREDIT
Debt Service Fund
Escrowed Cash 1151 8,250
Earnings from Temporary
Deposits 5141 8,250

PROCEDURE D - Recording of Issuance Costs

Reimbur sement of issuance costs:

The district should record the expenditures incurred with issuance costs when they occur in either the
General (Incidental) Fund using the 6600 series of object codes or the Capital Projects Fund using the 6500
series of object codes. Assuming that the reimbursement of those costs by the MOHEFA will be madein
the year following the expenditure, the reimbursement will be recorded as a Prior Period Adjustment
(Revenue Code 5195). If the reimbursement isin the same year as the expenditure, then reverse the original
expenditure journal entry. Districtsinvolved in arefunding of prior debt may not receive a 100 percent
reimbursement of issuance costs.

There are two bonded debt situations which may occur. Oneisto refund prior debt in order to receivea
better/enhanced interest rate on the bondsissued. The other situation isto issue new debt in order to
finance capital projects. Due to the different nature of the two situations, the related accounting procedures
and journal entries have been documented below.

Situation 1: Thefollowing entry would be made initially to record payment of issuance costsin the General
(Incidental) Fund when the district isinvolved in the refunding of debt:

A/C NO. DEBIT CREDIT
General (Incidental) Fund
Bond I'ssuance Costs 5310-6631 9,000
Cashin Banks 1111 9,000

Situation 2: The following entry would be madeinitially to record payment of issuance costsin the Capital
Projects Fund when the district isinvolved in a new issue of debt with plans for the moneys to be used for
capital projects:

Capital Projects Fund
Bond I ssuance Costs 4030-6521 9,000
Cash in Banks 1111 9,000

School Finance 244b Change 4 - June 15, 2000



MISSOURI FINANCIAL ACCOUNTING MANUAL
SECTION: ACCOUNTING PROCEDURES

SUBJECT: MISSOURI DIRECT DEPOS T PROGRAM
(SENATE BILL 301 REDIRECT PROGRAM) PROCEDURE NO: PRC-525

Since the reimbursement from the MOHEFA for all or a portion of these issuance costs will be received in
the year following the expenditure, the following entry would be made for the actual amount of
reimbursement received.

A/C NO. DEBIT CREDIT

General (Incidental) Fund
Cash in Banks 1111 9,000

Prior Period Adjustment 5195 9,000

OR

Capital Projects Fund
Cash in Banks 1111 9,000

Prior Period Adjustment 5195 9,000
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Missouri Statute (Section 165.121, RSMo) states that “[t]he school board of each six-director district shall cause an
audit examination to be made at least biennially of all financial, transportation and attendance records of the
districts....” Included in this statutory provision is authorization for the State Board of Education, with approval of
the State Auditor, to prescribe minimum regulations and report form for the biennial audit. Cost of the audit report
shall be paid for out of the General (Incidental) Fund of the district.

Additional audit requirements were established by federal law in the Single Audit Act, passed by Congressin
October 1984, and in the implementing regulations of Circular A-128, issued by the Office of Management and Budget
(OMB) in April 1985. In 1996 amendments to the Single Audit Act were passed. Circular A-128 is superseded by
OMB Circular A-133 and will be effective for the 1996-97 school audits. If the single audit requirements are applicable
to the district, each audit performed must comply with federal requirements as well as state requirements.

A written audit report is to be submitted to the local education agency's governing board with allowance for
sufficient time for such board to study and approve or disapprove the report prior to the established date that the
report isto be received by the Department of Elementary and Secondary Education. The requirements of the audit
report are summarized below.
l. Reporting Requirements
A. State Reporting Requirements
State reporting requirements for Missouri school districts are annotated in the Revised Statutes of
Missouri (Section 165.121.3, RSMo) and the Missouri Code of State Regulations (5 CSR 30-4.030)
and are summarized as follows:
1 Genera Purpose Financia Statements (GPFS)
Although the auditor may prepare or help prepare the financial statements of the district,
these financial statements are solely the representation of the district's management.
Although the auditor may advise as to which accounting principles should be applied to
thefinancial statements and the method of application, the selection and method of
application is a determination to be made solely by district management.
GPFS should contain the following Statements:
* Combined Balance Sheet;

* Combined Statement of Revenues, Expenditures and Changes in Fund Balances,

* Combined Statement of Revenues, Expenditures and Changes in Fund Balances-
Budget and Actual;

* Combined Statement of Revenues, Expenses and Changesin Equity (if district utilizes
proprietary funds');

* Combined Statement of Cash Flows (if district utilizes proprietary funds’);

! Most Missouri school districts will not have any proprietary fund types.
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* Combining balance sheets and statements (if applicable, appliesto districts with more
than one fund of a given fund type); and

* Accompanying Notesto the Financial Statements.
2. Auditor’ sreport on the financial statements which includes:
* astatement of the scope of the examination;

* gpecific reference to the audit being made in accordance with generally accepted
auditing standards and Government Auditing Standards;

* the auditor’ s opinion asto whether the financial statements present fairly the results
of the operations during the period audited,;

* astatement that the financial statements were prepared in accordance with generally
accepted accounting principles or a statement that the basis of presentationisa
comprehensive basis of accounting other than generally accepted accounting
principles; or in the event the auditor is unable to express an opinion on the two
previousitems, the reason(s) an opinion was not rendered.

3. Auditor’ s opinion asto whether the district’ s budgetary and disbursement procedures
conform to state statutes (Chapter 67, RSMo).

4, Auditor’ s opinion as to whether the attendance and transportation records are so
maintained in order to disclose accurately the average daily attendance and average daily
transportation of pupils during the audit period. (NOTE: The auditor isnot certifying the
accuracy of average daily attendance and average daily transportation reported, but
rather the auditor isissuing an opinion as to whether the method and internal controls
surrounding the collection of this data would support accurate figures.)

5. Schedule of Selected Statistics as specified annually by the Missouri Department of
Elementary and Secondary Education (DESE). (Prior to year end each district will be sent
acopy of the current Schedule with the monthly School Finance Section memo.)

6. The following Supplemental Schedules are not required by law at thistime; however, they
are strongly suggested by the DESE:

* Schedule of Revenues Collected by Source;
* Schedule of Expenditures by Object;
* Schedule of Transportation Costs Eligible for State Aid; and

* Schedule of State Financial Assistance.
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Federal Reporting Requirements

Districts' audits conducted in accordance with the Federal Single Audit Act (districts with total
federal expenditures which equal or exceed $300,000) will be expected to include reports and
schedules as required by OMB Circular A-133.

Il Audit Report Filing Requirements

A.

School Finance

State Filing Requirements (Section 165.121.4-.5, RSMo, and 5 CSR 30-4.030 (6))

The audit report, the management letter, and the district’ sCorrective Action Plan, if applicable,
shall befiled with the DESE in accordance with 5 CSR 30-4.030 DESE Audit Policy and
Requirements. [t isthe school district's responsibility to mail the audit report to the DESE.

1

The audit and accompanying information noted above shall be filed with the Department
of Elementary and Secondary Education, School Finance Section by October 31 of each
odd-numbered year. Although thisisabiennia audit requirement; districts may choose
to have an annual audit performed.

a

Local education agencies are advised that the due date for filing the annual audit
report with the Department of Elementary and Secondary Education is prescribed
by law. Officias of the Department of Elementary and Secondary Education are
authorized to extend the date 60 days, if aproper request isreceived from the
school district, at which time the report must be filed. A request for the 60 day
extension must be madein writing to:

Director, School Finance

Department of Elementary and Secondary Education
PO Box 480

Jefferson City, MO 65102-0480

In the event the properly prepared audit report is not received by the Department
of Elementary and Secondary Education by the October 31 due date and the
district is not granted the 60 day extension, the School Finance Section shall
bring thisto the attention of the Director of School Finance who shall notify the
school district. If thereport isstill not submitted asaresult of such notification
by the Director of School Finance, further stateaid to the district shall be
withhelduntil the audit report has been received by the DESE.

Within 30 days of the receipt of the audit report, the school board shall cause a summary
of the report to be prepared which shall include the following:

* asummary statement of fund balances and recei pts and disbursements by major

classifications;

* asummary statement of the scope of the audit examination;

* the auditor’s opinion on the financial statementsincluded in the audit report; and
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* information as to where the audit report is available for inspection and examination.

Upon completion of the summary, it shall be published in accordance with Section
165.121.5(3), RSMo.

B. Federal Filing Requirements (OMB Circular A-133)

1 School districts that expend less than $300,000 in federal funds (in total, not per
program) have nofederal filing requirements. School districtsrequired to have a
Single Audit pursuant to OMB Circular A -133 (those having $300,000 or morein
federal expenditures) have specific filing requirements. These districts must filea
complete reporting package and a data collection form with the Federal Audit
Clearinghouse within the earlier of 30 days from receipt of the auditor’ s report or nine
months after the end of the audit period.

2. The reporting package consists of the complete audit (financial statements and auditor’'s
reports), and as necessary, a summary schedule of prior audit findings and a corrective
action plan for current year audit findings. The reporting packageis also required to be
submitted to pass-through entities under certain circumstances. The reporting package
should always be submitted to the DESE, School Finance Section.

The Single Audit reporting package should be mailed to:
Federal Audit Clearinghouse
Bureau of the Census
1201 E. 10" Street
Jeffersonville, IN 47132

3. The audit report shall be made available by the school district for public inspection
within 30 days after the completion of the audit.

II. Review of Audit Reports

A. Department of Elementary and Secondary Education Responsibilities

Audit reports submitted to the Department of Elementary and Secondary Education shall be
received and accounted for by the School Finance Section.

1 The Commissioner of Education shall have access to al records of the local education
agency as he/she may deem appropriate for the review and analysis of audit reports.

2. Audit reportswill be reviewed by the Auditor, School Finance Section, for compliance
with federal and state requirements. In an instance where a submitted audit report is not
prepared in accordance with state and federal requirements, the school district and/or the
independent auditor shall be notified and a corrected report or an explanation shall be
requested.

a.  School district officials will be expected to respond with clarifying information and, as
appropriate, correct data or a corrected audit report issued by the independent
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auditor conducting the original audit within 30 daysof notification from
DESE.
b. If such corrected report or explanation is not submitted within a reasonable time

B.

School Finance

of the request, the Department of Elementary and Secondary Education shall take
the necessary actionsto withhold funds as described in I1.A.1.b. above.

C. If an audit report reflects that penal laws have been violated, the Commissioner
of Education shall address such information to the appropriate county or district
attorney and to the Attorney General of Missouri.

State Auditor’s Office

1

Programs under the jurisdiction of the Department of Elementary and Secondary
Education are subject to audit review by the State Auditor. Thisreview isnot considered
afull audit of the overall operation of each local education agency asisrequired biennially
at local expense by Section 165.121, RSMo, or of those enterprise fundsthat are local in
nature. Thisaudit review isusually for programs operated by local education agencies for
designated purposes that require special fund appropriations and/or separate
accountability for the purpose of determining allocations such as transportation formula,
basic formula, etc. Thisisnot toimply that the Commissioner of Education, through the
services of the State Auditor, will not examine records necessary for biennial audit review
and other purposes necessary for executing his/her lawful duties.

State Auditor audits shall be made of applicable programs on the basis of :

a Request by a petition signed by the requisite number of qualified voters of the
school district;

b. Appropriate direction of executive, legislative, or judicia entity; or

C. Appropriate request by alocal education agency, Department of Elementary and

Secondary Education, or other appropriate governmental agency administrator.
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Thefollowing information is provided as a guide to other areas regarding the audit process. Thisinformation is not
intended to be all inclusive, but rather general information regarding the audit procurement process, preparation for
the audit, the completion of the audit, audit follow-up, and release of audit information.

l. Procuring the Audit

An effective audit can improve management operations and yield significant dollar savings. Furthermore,
taking steps to ensure aquality audit can help avoid wasting school district dollars on a substandard audit.

A.

School Finance

Hiring the auditor

Since certain federal and state requirements, relating to areas such as attendance and food service,
require the auditor to perform tests of compliance while school isin session, it is advisable to hire
the auditor before the end of the school year. Failing to do so may cause alimitation on the scope
of the audit work to be performed.

Requirements of the Auditor

Audits conducted in accordance with Government Auditing Standards (GAS) require the auditor to
possess the following:

*  Experience with audits of similar entities (i.e., other school districts, governmental work in
generad) (GAS 3.4);

*  Compliance with applicable continuing professional education regquirements (GAS 3.6); and
*  Compliance with applicable requirements for peer review (GAS 3.33).
The board of education, as the party contracting for the audit, hasthe right to review the
auditor’ s most recent external quality control review report (GAS 3.36).
Bid Solicitation Frequency
It isimportant to note that generally, aschool district cannot obligate future boards. Therefore,
although amultiyear agreement may present certain cost savings, due to the auditor’ s familiarity
with the district, the district islimited in its commitment to two years.
A change in auditor and regular solicitation of bids, in addition to fostering competition, may
provide afresh perspective on the audit which could yield significant cost savings through

innovative audit recommendations.

It isup to the board of education to establish apolicy regarding how often the annual or biennial
audit will be bid.

Request For Proposal (RFP)
Thefollowing information is paraphrased from two handbooks:

*  “How to Avoid a Substandard Audit: Suggestions for Procuring an Audit,” July 1988
(prepared by the National Intergovernmental Audit Forum); and
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?
*  “Guidelinesfor Preparation of Requestsfor Audit Proposals,” March 1986 (prepared by the
Western Intergovernmental Audit Forum).

Although these guidelines are intended for aformal written request for proposal, they may also be
applied when aless formal means of bidding is used.

1 Information provided to auditor for basis of bidding
Auditors should be provided with enough information to provide the bidders with a
common basis by which to prepare their proposals. The following items should be
included in the information supplied to the auditor from which you are requesting a bid:
*  Description of the school district and the records to be audited,;
* Nature of the servicesrequired (i.e., Single Audit, State requirements, etc.);
* Mandatory qualifications of the auditor;

*  EXit conference requirements (V. below);

*  Assistance available to proposers (what services will the administrative staff provide
to the auditor during the engagement);

*  Audit Opinions/Reports required (state and federal requirements);
*  Timeframe for the work to be performed;

* Basis by which the proposals will be judged;

* Total cost for the engagement; and

* Requirethat the auditor prepares the proposal in a standard way so that the review
process may be expedited.

Other itemsto consider are noted in the listing of Engagement Letter items (I1.A. below).
Since theseitems are the same, if awritten RFPis used, the engagement letter may refer to
the terms of the RFP and those of the successful bidder’s|ast proposal rather than
repeating the information.

2. Evaluation of proposals

Developing a systematic procedure for evaluating the CPA’s qualificationsis essential.
Although price isimportant, technical qualifications should be acriterion in selecting an
auditor. The school district will be more likely to get ahigh quality audit for afair priceif
both price and technical ability are taken into account in selecting the successful bidder.
Proposals should be considered based on mandatory criteriafirst; proposals should not
be considered for further evaluation unless they meet all of the mandatory criteria. (See
I.B., “Requirements of the Auditor”, for apartial listing of what should be included as
mandatory criteria.)
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. Establishing the Terms of the Audit Engagement

The auditor conducts the audit for the board of education, not for the administrative staff, and the selection
of the auditor restswith thisbody. Itisimperative that aclear understanding of the audit requirementsis
reached between the board and the auditor. The relationship between the auditor and the local education
agency isone of personal service and should properly be handled on a contractual basis. The contractual
arrangement can be documented by aformal contract or, for most school districts, more commonly takes the
form of an engagement | etter.

A.

School Finance

The Engagement L etter

An engagement letter istypically written by the auditor to the board of education on the auditor’s
letterhead and defines the purpose, terms, nature and limitations of the audit. The engagement
letter is signed by the auditor and the board of education. The board representatives’ signature on
the letter indicates that the engagement letter accurately summarizes the terms of the audit
engagement. Therefore, if the school district feels that the engagement letter needs additional
information for clarity, it can and should request the additional language be added to the
engagement letter before signing the agreement. The following are suggested items that may be
included in an engagement letter - the actual content of the letter will be determined by the auditor
and the board:

* Addressee - The Board of Education;

* |dentification of financial statements to be audited;

*  Period covered - which fiscal year or project period for what fund or component program;

*  Servicesto be provided - reference should be made to the Single Audit Act and OMB Circular

A-133 (if applicable); Government Auditing Standards (The Y ellow Book); and state statutes
and regulations (as discussed in PROCEDURE NO: AUD-601, Audit Requirements );

*  Terminology - auditing terms should be explained in non-technical language to ensure
adequate understanding by all parties;

*  |nherent audit limitations- The nature and extent of the auditor’ s responsibilities should be
disclosed. Thiswould include language regarding what the auditor isnot responsible for and
what the audit will not_ detect;

*  Acceptance of responsibility for the financial statements- acknowledgment by the district that
it retains responsibility for the financial statements and supporting records;

*  Reportable conditions - acknowledgment that any significant deficienciesin the design or
operation of theinternal control structure (“reportable conditions”) that the auditor becomes
aware of arerequired to be reported;

* Channelsto report irregularities such as fraud or embezzlement;

*  Other servicesto be performed by the auditor which are considered outside the scope of the
audit;
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Identification of servicesthat the district’ s administrative staff will provide to the auditor
during the audit - i.e., pulling invoices, preparing cash and other audit confirmations;

Restrictions - where the auditor must work, whether the auditor will be allowed to remove
original documents from the premises (consider that the district’s personnel may have need to
access these documents to address questions from the DESE);

Access to working papers and retention of working papers;

Timing - agreed upon dates to begin and compl ete the audit (keep in mind the regulatory
deadlines);

Number of copies of the audit report to be produced and how they areto be distributed. (This
isagood opportunity to discuss responsibility for filing reports with regulatory agencies as
discussed in PROCEDURE NO: AUD-601, Audit Requirements.);

Fees for services- agreed upon fees or fee ranges for audit services and other services as
agreed upon in the engagement | etter, as well as how additional work requests (that are not
considered part of the engagement) that may come up during the course of the audit will be
handled. Payment terms and time of payment may also be discussed here;

Withdrawal from the engagement - reasons that the auditor would withdraw from the
engagement;

Auditor’s opinions - adescription of the various reports to be delivered; and

Assurances from the auditor regarding the following qualifications:
* The auditor is a Certified Public Accountantin good standing with the Missouri State
Board of Accountancy.
* The auditor shall comply with generally accepted auditing standards and the Code of
Professional Ethics of the AICPA.
* The auditor complies with applicable requirements for peer review and continuing
professional education.

[l. Preparing for the audit

The audit is amethodical examination of the utilization of resources and concludes with a public report of
the findings disclosed in the audit report. The audit primarily determines whether necessary controls are
both available and being used, whether there has been proper stewardship of assets, and whether
transactions have been legally performed. The auditor will not examine every transaction upon which the
summary financial statements are based, therefore, the accuracy of the financial statements rests with the
district’s management.

A.

School Finance

Suggested Materials Listing

Preparation for the audit should begin with the preparation and adoption of the budget and
continue throughout the year. Having itemsreadily available for the auditor upon arrival will
contribute to amore productive audit for everyoneinvolved. The following listing includesitems
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that the auditor may need to perform the audit. Thelist isnot intended to be exhaustive; the
auditor may provide the school district with his’her own listing prior to arrival.

* atrial balance;
* copiesof financial statements;
* acopy of each budget and amendments, as adopted;

*  the resol utions showing board approval on actions concerning any fund should be available
particularly regarding interfund transfers and amendments to fund balances;

* acopy of the minutes of each board meeting;
* anorganizational chart showing the lines of responsibility;

* acopy of thedistrict document flow chart (the complete history of atransaction from its
origination to its final disposition);

* the monthly bank reconciliation’s for each bank account;

* alist of the district’ s depositories and their addresses, including bank account numbers and
account names in each depository;

* alisting of the district’ sinvestments by fund transaction including details for the year (the
auditor may wish to examine investment documents, e.g. certificates of deposit, till in the
district’s possession.);

* alist of accounts payable at June 30;

* aschedule of insurance including names of companies, type of coverage, inclusive dates of
the policies, and total cost per policy;

* thereconciliation of payroll and related items such as payroll taxes and retirement deductions;

* new bond issues approved and detail of any bond sales consummated, teacher contracts,
leave schedules, and |ease agreements;

* therecords required for developing the audit report schedules;

* acopy of the prior year audit report;

* ayearly inventory of certain fixed assets should be accomplished. (Ask the auditor to review
the district’s procedures, provide the auditor with necessary information on costs and provide
acopy of thedistrict’sinventory.) Be prepared to include the auditor on a portion of the

physical examination and verification of the fixed assets annual inventory;

* copies of contracts and legal publications should be maintained for each fund;
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* canceled (paid) coupons and/or cremation certificates aswell asalist of those coupons due
but not presented for payment should be available (K eep the accounts for refunded bonds,
and related escrow funds, in a separate package.);

* all records and documents pertaining to food service operations, which would include
participation data; income and expense information; free and reduced meal dligibility
documentation; menu/food preparation documents; and inventory records;

* any "contingent liabilities" such aslawsuits pending or claims should be known and the
auditor shall have access to and copies of attorneys' letters regarding these matters; and

* gpecial note should be made if adistrict estimated eligible pupils (EP) for the basic formula
payment cal culation and the estimated EP was greater than the actual EP for that school year.
The deduction and possible penalty expected in the following school years' basic formula
payment should be computed and reported.

Management Representation L etter

Auditing standards (SAS 19 and SAS 68) require the auditor to obtain written representations from
responsible client officials regarding oral representations of specific matters discussed with the auditor
during the audit as well as acknowledgment of primary responsibility for the accuracy of the financial
statements. Other items specific to aschool district engagement include representations regarding: proper
classification of funds and account groups; identification of all federal assistance programs; compliance
with budget statutes, grant requirements, and other laws and regulations applicable to the district; and
proper approval of restrictions or designations of fund equities. (Thislistisnot all inclusive.) In many
client/auditor relationships, a management representation letter is utilized to meet this requirement.

Refusal by the district to furnish such written representationsis considered alimitation on the scope of the
engagement sufficient to cause an unqualified opinion. (SAS 19)

Exit Conference

In addition to the formal written document, the audit, an informal presentation may be made in advance of
completion of this document. Thisiscommonly known asthe exit conference. It involvesthe school board
and members of the administrative staff. An exit conferenceis not required; if the board desires such a
conference it should notify the auditor beforehand and include it as part of the required deliverables of the
audit. Notification of the exit conference shall be transmitted through the secretary of the board of
education.

The exit conference often resultsin modification of attitudes on certain subjectsfor all parties concerned.
Some time after the exit conference and usually coincident to the presentation of the formal audit, the auditor
transmits the management | etter to the Board of Education and Superintendent.
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VI.

VIL.

Management L etter

The management | etter may contain but is not limited to the following items:

*

A presentation of findings and conclusions stated objectively and in language as clear and simple as
the subject matter permits;

Theinclusion of factual information, findings, and conclusions that are adequately supported by
enough evidence in the auditor's working papers to demonstrate or prove, if and when called upon, the
basis for the matters reported and their correctness and reasonableness. Detailed supporting
information isto be included in the letter to the extent necessary to make a convincing presentation;

Includes, when possible, the auditor's recommendations for actions to effect improvementsin problem
areas noted in the audit and to otherwise make improvementsin operations. Information on underlying
causes of problems reported should be included to assist in implementing or devising corrective
actions;

Places primary emphasis on improvement rather than on criticism of the past; critical comments should
be presented in balanced perspective, recognizing any unusual difficulties of circumstances faced by
the operating officials concerned;

Identifies and explainsissues and questions needing further study and consideration by the auditor or
others;

Includes recognition of noteworthy accomplishments, particularly when management improvementsin
one program or activity may be applicable elsewhere; and

Includes recognition of the views of responsible officials of the organization program, function, or
activity audited toward the auditor's findings, conclusions, and recommendations. Except where the
possibility of fraud or other compelling reasons may require different treatment, the auditor's tentative
findings and conclusions are to be reviewed with such officials. When possible, without undue delay,
their views should be obtained in writing and objectively considered and presented in preparing the
final report.

Accounting Principles

Although the auditor may advise as to which accounting principles should be applied to the financial
statements and the method of application, the selection and method of application is a determination to be
made solely by district management. Missouri Statutes, Missouri Regulations nor the DESE does not
prescribe a method of accounting (i.e., cash basis, accrual, or modified accrual). Districts are encouraged to
select the method that will suit the business needs and the needs of the administration and board of
education.
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VIII. Release of Audit Information by the Department of Elementary and Secondary Education

Information appearing in audit reports filed with the Department of Elementary and Secondary Educationis
public information and is to be released to any citizen on demand whenever:

*  Therequired annual audit report has been reviewed by the local education agency's governing board;
*  Anaudit performed by the State Auditor's Office has been submitted to the Department of Elementary
and Secondary Education, and a copy of the audit report has been transmitted to the administrator or

governing board of the local education agency concerned; and

*  All legal provisions have been adhered to by the citizen requesting the audit information.
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SAMPLE REQUEST FOR PROPOSAL (RFP)
To Whom it May Concern:
The School District isinviting you to submit an audit proposal for conducting its 19XX-

XX audit. Included you will find district information and proposal specificationsto assist you in developing your
proposal.

All proposals, to be considered, must be received by (date) and should be sent to:
(Board of Education Designated Individual, Title)
(Name) School District
(School District Mailing Address)
(Town), MO (zip code +)
All proposals which are received become a part of the district's file and there is no obligation by the District to accept

any proposal. Following the review of the proposals, the district may request that certain audit firms be present for
interviews, which will be scheduled at mutually agreeable times between the dates of and

You are invited to submit abid for each of the next three years; however, the initial contract will be for one year with
the District having the option to renew the following years. The contract will be awarded (date).

We look forward to receiving your proposal. If thereisadditional information needed, please contact us.

Sincerely,

Superintendent

Enclosure
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SAMPLE

AUDIT PROPOSAL INFORMATION

School District Information

1

7.

The School District has a student population of about ,
approximately employees, and budgeted expenditures of $ million.
The District maintains bank accounts, a clearing account, a money market account, a payroll

account and an accounts payable account. These arein addition to small petty cash accounts.

The District's financial accounting and payroll are computerized on a system with
aprogram devel oped by

The District has maintained all funds on the (indicate cash or modified accrual)
method of accounting.

Financial reportsfor al funds are prepared monthly.

Examination to be made for the standards for financial and compliance audits contained in the
Standards for Audit of Governmental Organizations, Programs, Activities, and Functions issued by
the US General Accounting Office; the Single Audit Act of 1996; the provisions of OMB Circular
A-133, Audits of State and Local Governments; and provisions of laws and regulations of the State
of Missouri.

Other - Other items as specified by the district.

Assistance Available to Proposer

1

2,

Selection Process

prepared the audit for fiscal year ending

Accounting department personnel will be available to reproduce documents, pull documents,
prepare schedules, type confirmations, or assist in other ways as time permits.

The qualifications of the firms submitting proposals will be reviewed by the District's Board of Education.

INFORMATION TO BE SUBMITTED WITH PROPOSALS

Table of Contents

Include aclear identification of the material by section and by page number.
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Scope Section
Clearly describe the scope of the required servicesto be provided. Assuming that the requested services

include both an examination of financial statements and a compliance examination for certain federal or state
funds, define the scope of servicesto be provided in those terms.

Identify the supervisors and staff who will work on the audit, including those from other than the local

office. Resumes for management and supervisory personnel to be assigned to the audit should be included,
and specific governmental experience should be indicated.

Audit Approach
Clearly describe your firm's approach to conducting the examination.

Profile of the Firm

1 State whether your firmislocal, national, or international.

2. State whether your firm has a current permit to practice issued by the Missouri State Board of
Accountancy.

3. Givethelocation of the office from which the work is to be done and the number of partners,

managers, supervisors, and other professional staff employed at that office.

4, Describe the range of activities performed by the local officein the governmental area such as
audit, accounting or management services.

5. Briefly describe your firm's quality control policies and procedures. State whether or not those
policies and procedures are subjected to the professional's " peer review" program to provide for an
independent review of its effectiveness.

Governmental Experience

Describe recent local office auditing experience similar to the type of audit requested and give the name and
telephone numbers of client officials responsible for those audits listed.

Additional Data
Give any additional information considered essential to this proposal, including involvement in state and
local government organizations, seminars, etc. Publications of your firm, such as directories, articles, and
list of clients, may be included but should not be voluminous.

Fees
Proposals that are submitted in response to thisletter should include a " not-to-exceed" fee of what the firm

would charge to perform the District's audit in a separate seal ed envel ope attached to the first copy of the
qualifications section and identified as " Cost Data".
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Although the District cannot bind future governing bodies, it is anticipated that the firm sel ected to serve as the
District's auditor will beretained for a year period with annual evaluations made of its service.

If the firm desires to present its qualifications, please submit four copiesto the district by (date). If the
firm desires any additional information or clarifications, or would like to visit the District to review District financial
records before preparing your proposal, please feel free to contact at

It should be understood that the District reserves the right to reject any and all proposals submitted andto request
additional information. Furthermore, the professional accounting services purchased will be from the firm which, in
the opinion of the District, isthe best qualified.

SAMPLE
RFP EVALUATION CRITERIA

Proposals will be evaluated by the district administration and members of the Board of Education, and will berated as
follows:

1 Demonstrated experience and expertise in municipal auditing, accounting and financial affairs. 35%;
2. Past performance on similar audits. 20%;

3. Capability of the firm to complete the work within the required time frame. 15%;

4, Amount of fee on anot-to-exceed basis. 15%;

5. Completeness and quality of the proposal. 5%;

6. Proximity to or familiarity with the district. 5%; and

7. Capacity to offer professional services of interest to the district beyond audit work. 5%.
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l. Federal Program Accounting Characteristics

With increasing amounts of state and federal financial support of public education, it has become very
important that the accounting system be designed to assure compliance with the laws and regul ations
related to funding for the various purposes designated. Common sense would indicate that such an
accounting system should be integral to a school district's overall accounting system rather than "a
separate set of books" asisall too often the case. To thisend, there are included some reporting forms and
accounting examples which accomplish federal reporting requirements and at the same time fit within the
state statutory fund system.

A. Two critical elementsin federal project accounting are the beginning and ending dates of the
projects. Infact, even the project number assigned reflects the importance of the dating by its
inclusion in the numeric sequence. Thisisimportant for the following reasons:

1 The project period for a program may or may not coincide with the state or federal fiscal
year (July 1 to June 30 or October 1 to September 30, respectively). Additionally, the
project period may overlap two or more state or federal fiscal years. Also, two or more
projects from the same program may be operating simultaneously.

2. The funding period for some federally supported programs may include a"carryover"
provision in which allocations of funds that are unused during the project period may be
used for approved purposes during a subsequent period.

3. The application, budget, and program forms must be approved prior to expenditure
transactions by the LEA. |If asubsequent audit reveals expenditures charged against the
project dated prior to the approval date, such expenditureswill be disallowed by the
Missouri Department of Elementary and Secondary Education (Department) for project
reimbursement. Similarly, encumbrances may not be incurred to the project subsequent to
the ending date of the project.

Managers of restricted state and federal programs who use this manual should be informed concerning the
specialized vocabulary used in the regulation of these programs. Termsincluded in the glossary of this
manual (Appendix A) which have particular significance for programs financially supported by state or
federally funded restricted grants-in-aid are:

Allocation Fiscal Agent

Allowable Cost Indirect Cost

Ancillary Maintenance of Effort
Approved Expenditures Obligations

Commingle Related Services
Discretionary Grant Restricted Grants-In-Aid
Entitlement Grant Supplant

Equipment Supplement

Excess Cost Supplies

Fair Market Value Unrestricted Grants-In-Aid
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Project Budgets

The project budget is one means of assuring that funds will be expended to accomplish specific
objectives. Both the Department and the LEA view the budget as a control instrument and a
benchmark against which to compare expenditure transactions each month or quarter.

Since the budget for a project plays such an important role, it is necessary that the LEA follow
these steps:

1 Applications and the project budget must be approved by the Missouri Department of
Elementary and Secondary Education or in some cases by the US Department of
Education. Such budgets may be amended from time to time and submitted to these
agenciesfor approval. In no event shall transactions covered by the proposed
amendment be made until approval of the amendment isreceived by the LEA.

2. Encumbrances or expenditures may not exceed line item amounts in the approved budget
and/or amendments except where regulations permit, and under no circumstances shall
total encumbrances and expenditures exceed the total amount of the project budget.

Project Expenditures

The key to successful project accounting is the avoidance of commingling funds. The method
used involves a source of funds code on al transactions for aparticular project. Y et the
transactions remain within the statutory funds to satisfy state reporting requirements. The
following points must be observed in accounting for project expenditures:

1 Federal project monies are always used for designated purposes, and program funds must
be used only for those purposes.

2. Expenditures may not be made from project funds by an LEA until such goods or services
have been received. Evidence must be on file indicating that this requirement has been
met.

3. Amounts may not be expended from project funds on an arbitrary basis. Costs must be

supported by requisitions, itemized invoices or other acceptable itemized documents
showing purposes and amounts. Monies may not be transferred from project funds to
general operating funds simply because the funds have been budgeted.

4, Capital outlay expenditures from project funds must be accounted for in accordance with
PROCEDURE NO: PRC-513: Capital Expenditures and Accounting for Fixed Assets. An.
inventory record showing at least the information illustrated in the accession ledger as
indicated in PRC-513 must be maintained for project fixed assets.

Audit and Other Project Requirements

Accounting is always on a project basis and a schedul e of revenues and expendituresis required
to be submitted separately for each program or project. The biennial audit report must (eventually)
cover the entire period of project operations. For example, if aproject isapproved for operation
from July 1 through June 30, and there is a provision allowing encumbrance liquidation through

263 duly 1, 1997



MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: FEDERAL PROGRAM ACCOUNTING

SUBJECT: EEDERAL PROGRAM ACCOUNTING CHARACTERISTICS PROCEDURE NO: FPA-801

November 30, thefinal audit report (the second annual district fiscal year audit) would report all
project financial transactions during that period.

Project Reporting

The LEA isrequired to report summaries of financial transactions to the Department. These reports may be
quarterly, semi-annually, or annually in accordance with project requirements. These reports often serve to
complement payments made on an advance basis by the Department to insure that the project is functioning
and off to agood fiscal start. The final payment to the school district is based upon the Department's
receipt and approval of the final report.

The auditor and Department personnel shall have access to the following information concerning afederal
project.

Evidentiary material supporting the journals and ledgers must be preserved at |east five years or until such
time aswhen all audit exceptions are resolved. Such evidence should include but is not necessarily limited
to:

1 Salary Records:
a Employment contracts
b. Service records supporting years of experience
C. College transcripts supporting degrees and teaching fields
d. Individual earnings records- master file - and payroll journal presented in such a manner
asto identify amounts paid from specific projects
e Required certificates, permits, or licenses
f. Schedules, itineraries, or job descriptions
g. Time and effort records
2, Other fiscal evidence:
a Purchase orders and contracts
b. Itemized invoices, receipts, and statements
C. Receiving reports signed by responsible district personnel
d. Travel clams
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3 Bank Records:
a Statements
b. Deposit slips
C. Canceled checks
d. Debit and credit memos
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I Federal Project Accounting Methods

The source of funds codes are listed in PROCEDURE NO: CDE-409, Project Code Descriptions. The unique
property of this particular code element isthat it isto be attached to both revenue, expenditure, and general
ledger account codes. Some users have mistakenly assumed that the project code applies only to
expenditures.

By sorting the source of funds code, grant status may be determined across statutory funds, fiscal years
and general ledger accounts. With minor adaptations, a balance sheet for a specific project may be
constructed even though thisis not a current requirement. This does, however, demonstrate that
commingling of funds has not occurred. In addition to this reporting capability, the source of funds code
can be used as a sort key to produce a schedul e of revenue realized and unexpended budget balance.

According to the size of the district and management's desire for information accessibility, systemswill be
found ranging from hand-posted to pin-bar to bookkeeping machines to computers. Each such system will
vary somewhat in dataentry and report generation features. However, the end-reporting results of financial
operations should be the same. Keeping thisin mind, the following hand-posted examples are offered as a
guide to project accounting.

The school district receives approval of aTitlel, ESEA, project involving $70,000. Thedistrict hasonfile
with the Department of Elementary and Secondary Education an approved Indirect Cost Rate of 1.18%. The
approved budget for this project is detailed below.

Approved Budget for Expenditures

Teachers Salaries 207 1250 6111 51 45,470
Teacher's Aides Salaries 127 1250 6151 51 13,400
Teachers' Retirement 127 1250 6211 51 4547
Non-Teacher Retirement 127 1250 6221 51 536
OASDI (Social Security) & Medicare 127 1250 6231/32 51 1,006
Classroom Rental 127 1250 6333 51 1,200
Supplies 127 1250 6411 51 2,759
Capital Outlay 427 1250 6541 51 269

69,187

Approved Budget for Revenues

Titlel, Genera Fund 127 5451 51 $23,448
Title 1, Specia Revenue Fund 127 5451 51 45470
Title 1, Capital Projects Fund 427 5451 51 269
Titlel, Indirect 127 5451 00 813

70,000

Note, on larger projectsit is expected that some portion of Indirect Cost Revenues would be placed into the
Specia Revenue (Teachers) Fund to cover indirect cost of professional administrative personnel.
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The approved budget would be introduced into the accounting records of the LEA viathe General Journal.
DESCRIPTION A/CNO. DEBIT CREDIT

General (Incidental) Fund

Estimated Revenue Indirect 5010 $313
Estimated Revenue-Project 5010.51 $23,717
Fund Balance 3111 $313
Estimated Expenditure
Project 6010.51 $23,717

Torecord Titlel, ESEA approved budget and recognize possibility of indirect revenueto the General
(Incidental) Fund.

Special Revenue (Teachers) Fund

Estimated Revenue-Project 5010.51 $45,470
Estimated Expenditure
Project 601051 $45,470

The reader will note that the above entries are then posted to the General Ledger control accounts.
Additionally, the budget is also posted to the appropriate detail subsidiary ledger. To make this example
realistic, the transactions from earlier ESEA sample worksheets will be utilized. In addition to individual
names and contract amounts supporting the encumbered salary amounts, retirement amounts and social
security amounts, the following transactions are noted:

8-29-xx Lease Elks Trailer Sales $1,200.00
9 5-xx PO #1 Hoover Bros. - Overhead 26051
9 5-xx PO #6 Science Research Associates 826.20
9 5-xx PO #7 McGraw Hill 120.00
9 5-xx PO #12 Scott Foresman and Company 121554

The above encumbrances were followed by writing a series of checks:

9-20-xx Lease Elks Trailer Sales $600.00
9-20-xx PO #1 Hoover Brothers 264.77
9-20-xx PO #7 McGraw Hill 116.35
9-20-xx PO #12 Scott Foresman (partial) 526.00
9-30-xx Public School Retirement System 479.96
9-30-xx Non-Teacher Retirement System 44.67
10-14-xx Received approval from the Department of

additional Revenue and Expense Budget 2,000.00
10-20-xx PO #12 Scott Foresman (final) 698.72
10-30-xx Teacher Retirement Board 479.96
10-30-xx Non-Teacher Retirement Board 4467
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BUDGET ANALYSISLEDGER-SUBSIDIARY
EXPENDITURE

FUND: 127
ACCOUNT DESCRIPTION: FUNCTION: 1250
Culturaly Different - Teacher’s Aide Salary OBJECT: 6151
Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE: 31
DATE VOUCHER] PURCHASE ORDERS EXPENDI TURES BUDGET OUTSTANDI NG TOTAL BUDGET
PNENCUMBERED
REF. NO. LI QUI DATI ONS PLACED ENTRI ES PURCHASE EXPENDI TURES BALANCE
ORDERS
08-29- xx GJ-12 13, 400. 00 13, 400. 00 13, 400. 00
08- 29- xx EJ-8 13, 400. 00 13, 400. 00 0. 00
09- 30- xx PJ-3 1, 488. 90 1,488. 90 11, 911. 10 1, 488. 90 0. 00
10- 31- xx PJ-11 1, 488. 90 1,488. 90 10, 422. 20 2,977. 80 0. 00
11- 30- xx PJ- 18 1, 488. 90 1,488. 90 8, 933. 30 4,466. 70 0. 00
12-31- xx PJ- 25 1, 488. 90 1,488. 90 7,444. 40 5, 955. 60 0. 00
BUDGET ANALYSISLEDGER-SUBSIDIARY
EXPENDITURE
FUND: 207
ACCOUNT DESCRIPTION: FUNCTION: 1250
Culturally Different - Teacher Retirement OBJECT: 6211
Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE: 32
DATE VOUCHER| __ PURCHASE ORDERS EXPENDI TURES| BUDGET QUTSTANDI NG TOTAL BUDGET UNENCUMBERED
REF. NO. | LI QUI DATI ONS PLACED ENTRI ES PURCHASE EXPENDI TURES BALANCE
ORDERS
08- 29- xx GJ-12 4,547.00 4,547.00 4,547.00
08- 29- xx EJ-8 4,547.00 4,547.00 0. 00
09- 30- xx 125 505. 22 505. 22 4,041.78 505. 22 0. 00
10- 31- xx 240 505. 22 505. 22 3,536. 56 1, 010. 44 0. 00
11-30- xx 365 505. 22 505. 22 3,031. 34 1, 515. 66| 0. 00
12- 31- xx 480 505. 22 505. 22 2,526.12 2,020. 88 0. 00
School Finance 268 Jduly 1, 1997




MISSOURI FINANCIAL ACCOUNTING MANUAL

SECTION: FEDERAL PROGRAM ACCOUNTING

SUBJECT: EEDERAL PROJECT ACCOUNTING METHODS

PROCEDURE NO: FPA-802

BUDGET ANALYS SLEDGER-SUBSIDIARY
EXPENDITURE

ACCOUNT DESCRIPTION:

Culturaly Different - Non-Teacher Retirement

FUND: 127

FUNCTION:

OBJECT:

1250
6221

Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE: 33
DATE VOUCHER] PURCHASE ORDERS EXPENDI TURES| BUDGET QOUTSTANDI NG TOTAL BUDGET UNENCUMBERED|
REF. NO. LI QUI DATI ONS] PLACED ENTRI ES PURCHASE EXPENDI TURE: BALANCE
ORDERS
08- 29- xx GJ-12 536. 00 536. 00| 536. 00
08- 29- xx EJ-8 536. 00 536. 00 0. 00
09- 30- xx 126 59.55 59.55 476. 45 59. 55 0. 00
10-31-xx 241 59.55 59.55 416. 90 119. 10 0. 00
11-30-xx 366 59.55 59.55 357. 35 178. 65 0. 00
12-31-xx 481 59.55 59.55 297. 80 238. 20 0. 00
BUDGET ANALYSISLEDGER-SUBSIDIARY
EXPENDITURE
FUND: 127
ACCOUNT DESCRIPTION: FUNCTION: 1250
Culturaly Different- OASDI (Socia Security) OBJECT: 6231 & 6232
Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE: A
DATE VOUCHER| PURCHASE ORDERS EXPENDI TURES| BUDGET QUTSTANDI NG TOTAL BUDGET UNENCUMBERED
REF. NO. | LI QUI DATI ONS| PLACED ENTRI ES PURCHASE EXPENDI TURE! BALANCE
ORDERS
08- 29- xx GJ-12 1, 006. 00 1, 006. 00 1, 006. 00
08- 29- xx EJ-8 1, 006. 00 1, 006. 00 0. 00
09- 30- xx 129 111. 77 111.77 894. 23 111. 77| 0. 00
10- 31- xx XX 111. 77 111.77 782. 46 223. 54 0. 00
11-30- xx XX 111. 77 111.77 670. 69 335. 31 0. 00
12- 31- xx XX 111. 77 111.77 558. 92 447. 09 0. 00
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EXPENDITURE

BUDGET ANALYS SLEDGER-SUBSIDIARY

FUND: 127
ACCOUNT DESCRIPTION: FUNCTION: 1250
Culturally Different - Classroom Rental OBJECT: 6333
Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE: 35
DATE VOUCHER] PURCHASE ORDERS EXPENDI TURES| BUDGET QOUTSTANDI NG TOTAL BUDGET UNENCUMBERED
REF. NO. LI QUI DATI ONS] PLACED ENTRI ES PURCHASE EXPENDI TURES BALANCE
ORDERS
08- 29- xx GJ-12 1, 200. 0 1, 200. 00 1, 200. 00
08- 29- xx EJ- 10 1, 200. 00 1, 200. 00 0. 00
09- 30- xx EJ- 130 600. 00 600. 00 600. 00 600. 00 0. 00
FUND: 127
ACCOUNT DESCRIPTION: FUNCTION: 1250
Culturaly Different - Supplies OBJECT: 6411
Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE: 36
DATE VOUCHER| PURCHASE ORDERS EXPENDI TURES| BUDGET QUTSTANDI NG TOTAL BUDGET UNENCUMBERED
REF. NO.| LI QUI DATI ONS| PLACED ENTRI ES PURCHASE EXPENDI TURE! BALANCE
ORDERS
08- 29- xx GJ-12 2,759. 00 2, 759. 00| 2,759.00
D9- 05- xx EJ-11 6 826. 20 826. 20 1,932.80
09- 05- xx EJ-11 7 120. 00 946. 20 1,812.80
09- 05- xx EJ-11 9 1,170. 00 2,116. 20 642. 80
09- 05- xx EJ-11 | 12 1,215.54 3,331.74 (572.74)
09- 20- xx 176 7 120. 00 116. 35 3,211.74 116. 35 (569.09)
09- 20- xx 177 12 526. 00 526. 00 2,685.74 642. 35 (569.09)
10- 14- xx GJ-19 2,000. 00 4,759. 00 1, 430.91
11-20- xx 252 12 689. 54 698. 72 1, 996. 20 1, 341. 07 1,421.73
12- 31- xx XX 111. 77 111.77 1884. 43 1452. 84 1309. 96
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BUDGET ANALYS SLEDGER-SUBSIDIARY
EXPENDITURE

FUND: 427
ACCOUNT DESCRIPTION: FUNCTION: 1250
Culturaly Different - Capital Outlay OBJECT: 6541
Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE 37
DATE Fl? VOUCHER| PURCHASE ORDERS EXPENDI TURES BUDGET OUTSTANDI NG TOTAL BUDGET]
PNENCUMBERED
REF. NO. | LI QUI DATI ONS| PLACED ENTRI ES PURCHASE EXPENDI TYRES BALANCE
ORDERS
08- 29- xx GJ-12 269. 04 269. 00| 269. 00
09- 05- xx EJ-11 1 260. 51 260. 51 8. 49
09- 20- xX 175 1 260. 51 264.77 0. 00 264. 77 4.23
BUDGET ANALYSISLEDGER-SUBSIDIARY
EXPENDITURE
FUND: 207
ACCOUNT DESCRIPTION: FUNCTION: 1250
Culturally Different -Teacher’s Salaries OBJECT: 6111
Titlel - ESEA OPERATIONAL UNIT: 402
PROJECT: 51
PAGE: 38
DATE L VOUCHER] PURCHASE ORDERS EXPENDI TURES BUDGET OUTSTANDI NG TOTAL BUDGET]
PNENCUMBERED
REF. NO. LI QUI DATI ONBS PLACED ENTRI ES PURCHASE] EXPENDI TURES BALANCE
ORDERS
08- 29- xx GJ-12 45, 470. 0( 45, 470. 00| 45, 470. 00
08- 29- xx EJ-8 45, 470. 00 45, 470. 00 0. 00
09- 30- xx PJ-4 5,052. 21 5,052. 21 40, 417.79 5, 052. 2] 0. 00
10- 30. xx PJ-12 5,052. 21 5,052. 21 35, 365. 58 10, 104. 42 0. 00
11- 30- xx PJ- 16 5,052. 21 5,052. 21 30, 313. 37 15, 156. 63 0. 00
12-31- xx PJ- 20 5,052. 21 5,052. 21 25, 261. 16 20, 208. 84 0. 00
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This second example for handling federal project accounting is also based on Title | and illustrates accrual
of receipts. Thefirst examplewould also have to be placed on an accrual basis as of June 30, [9xx. Some
districtswill prefer the accrual method used throughout the year instead of only on June 30.

The school district receives approval of aTitlel, ESEA, project involving $235,000. The Title| source of
funds codeis51. Thedistrict hason file with the Department an approved Indirect Cost Rate of 2.00%.
(Indirect Cost is not paid on Capital Outlay.) The budget for this project is detailed below:

Teachers' Sdaries $147,392
Aides Salaries 36,8348
Teacher Retirement (10.5%) 14,739
Non-Teacher Retirement (4%) 1474
Social Security & Medicare (7.65%) 2,763
Pupil Transportation 16,288
Supplies 8,500
Capital Outlay 2436
Sub Total $230,440
Indirect Cost 4,560
$235,000

To set thisup in the district's books, the following General Journal entries have been made.

General Journal
General (Incidental) Fund A/C NO. DEBIT CREDIT
Estimated Revenues 5010.51 $83,048
Estimated Expenditures 6010.51 $83,048

Torecord project budget.

(Thereader is cautioned at this point that the detail budget entries would then be posted to the appropriate
detail subsidiary ledgers. Also note the use of the source of funds code on the general ledger accountsin
A/C column.)

Special Revenue (Teachers) Fund

Estimated Revenues 6010.51 $147,392
Estimated Expenditures 6010.51 $147,392

Torecord prgect budget.

Capital Projects Fund A/C NO. DEBIT CREDIT
Estimated Revenues 5010.51 $2,436
Estimated Expenditures 6010.51 $2,436

Torecord project budget.
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(Thereader is cautioned at this point that the detail budget entries would then be posted to the appropriate
detail subsidiary ledgers. Also note the use of the source of funds code on the general ledger accountsin
A/C column.)

Thedistrict is operating on an accrual basis and also wishes to make provision in its books for arecord of
indirect cost transactions.

General (Incidental) Fund A/C NO. DEBIT CREDIT
Due From State for federal projects 124151 $84,690
Realized Revenues and Noncash Revenues
Control 5020.51 $83,048
Allowance for Indirect Costs 3310.51 1,642

Torecord receipt of project approval and allocation of 36 percent of indirect cost to the General
(Incidental) Fund.

Special Revenue (Teachers) Fund

Due From State for federal projects 124151 $150,310
Realized Revenues and Noncash Revenues
Control 5020.51 $147,392
Allowance for Indirect Costs 331051 2,918

Assume that the first quarter has passed and the following transactions have occurred.

Cash Receipts Journal
General (Incidental) Fund
Cash 1111 $21,900
Due From State for federal projects 1241 $21,900
Special Revenue (Teachers) Fund
Cash 111151 $36,850
Due From State for federal projects 124151 $36,850

The district then decides that it wants to recapture the indirect cost at that time. 1n general, it would be better
to wait until the end of the fiscal year so asto reduce the number of entries; but the following exampleis
offered for those who choose to do the transaction more often. Assume that General L edger Expenditure
Control Account - 12x.6030.51 contains $15,300 and the similar account in Special Revenue (Teachers) Fund -
20x.6030.51 contains $36,890.
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General Journal
General (Incidental) Fund A/C NO. DEBIT CREDIT
Allowance for Indirect Costs 331051 $306
Realized Revenues and Noncash Revenues-
Control 5020.00 $306

Torecord receipt of indirect amount into General (Incidental) Fund from Titlel. Notethat it is computed
astwo percent of actual expenditures as of the end of the quarter.

The source of funds code, 51, is not used on this account because this is where the revenue becomes an
asset of the non-categorical General (Incidental) Fund. From this point onit losesitsidentity as Title|
revenue and the district can add it to all other general revenues, carry it over in the General (Incidental) Fund
balance, or if it desires, appropriate it to be expended as a general operating (non-categorical) expense. This
then treatsindirect cost as an entity that cannot be labeled or identified asit is expended in the overall
support of the categorical Title| program.

Special Revenue (Teachers) Fund A/C NO. DEBIT CREDIT
Allowance for Indirect Costs 331051 $737.80
Realized Revenues and Noncash Revenues-
Control 5020.00* $737.80

Torecord receipt of indirect amount into General (Incidental) Fund from Titlel. Notethatitis
computed as two percent of actual expenditures as of the end of the quarter.

At this point, we have enough information to construct a balance sheet for Project 51.

Assets
Special
Generd Revenue Capital

(Incidental) (Teachers) Projects Total

Cash $6,294.00 H(777.80) $0.00 $5,516.20
Due from State for federal projects 60.354.00 113,460.00 2436.00 176.250.00
$69,084.00 $112,682.20 $2,436.00 $181,766.20

Liabilities

Allowance for Indirect Costs $1,336.00 $2,180.20 $0.00 $3,516.20
Unexpended Budget Balance 65.312.00 110,502.00 2436.00 178,250.00
$69,084.00 $112,682.20 $2,436. $181,766.20

All general ledger accountsexcept cash are identified by the project code. To derive the cash figures one can
either analyze cash transactions specifically involving Title | or make use of the self-balancing properties of
the accounting equations, i.e., Cash + Other Assets = Fund Balance + Liabilities.
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In addition to the balance sheet which shows financial position at one point in time, the following budget
report al so shows status over abroad period of time.

Project 51
Budget Realized Revenues Unrealized Revenues
Project 51 $230,440.00 $230,440.00 -0
Unexpended Budget
Budget Expenditures Balance
Teachers Salaries $147,392.00 $36,890.00 $110,502.00
Aides Sdaries 36,848,00 8,400.00 28,448.00
Teacher Retirement 14,739.00 3,504.55 11,234.45
Non-Teacher Retirement 1,474.00 252.00 1,222.00
OASDI (Social Security) & Medicare 2,763.00 491.40 2,271.60
Pupil Transportation 16,288.00 -0- 16,288.00
Supplies 8,500.00 1,652.05 6,847.95
Capital Qutlay 2.436.00 1,000.00 1.436.00
$230,440.00 $52,190.00 $178,250.00

The total unexpended budget balance ties back to the figure reported on the balance sheet on the previous
page. The above exampleisincompletein the sense that an additional column should be inserted between
budget and expenditures. This column would be called encumbrances and isrequired in Title | to accurately
depict the unencumbered balance at any point intime. The figuresin thisadditional column are treated as
expendituresin arithmetically arriving at the unencumbered balance column.

The reader will note the existence of a budgetary amount for transportation. If the school district uses an
outside contractor, there should be no problem in handling coding and payment similar to any other invoice
chargeableto Titlel. However, if the district handles its own transportation, this becomes an intradistrict
transaction with its attendant complications. The prime goal in recording and reporting such transactionsis
to avoid artificially overstating revenues and expenditures by recording them twice in the total district
"books." Further, these expenditures could not be counted as eligible miles under 5 CSR 30-261.040,
Application for State Transportation Aid.

With the above in mind, the following procedure has been devel oped:

Assume that the cost per mile of district owned transportation is $1.08. The Title | program recordsfiledin a
Journal Voucher indicate a project mileage of 500 miles.

General Journa
General (Incidental) Fund A/CNO. DEBIT CREDIT
Expenditures-Control 6030.51 $540.00
Expenditures-Control 6030.00 $540.00
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Detail Sub Ledger for Expenditures:

1250 6341 51 $540.00
2550 6411 00 (540.00)

At the close of the project, actual expenditures will often be less than the approved budget. Thisresultsin
the need for certain adjusting entries. First, the account receivable from the state for the fourth and final
payment should be adjusted downward to reflect actual expenditures and matching revenues for the year.
The Allowance for Indirect Costswill also need to be reduced accordingly.

The end of project fiscal report on the new coding format would appear as follows on the next page.
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DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION
Titlel, ESEA
PO Box 480, Jefferson City, MO 65102-0480

FISCAL REPORT AT DECEMBER 31, 19xx

INSTRUCTION -- Please complete, sign and return this form no later than January 16, 19xx to the Department at the above
address. If you have guestions regarding this report, please contact the Title | Finance Section at (573) 751-2643.

1. AMOUNT APPROVED IN 19xx-xx PROJECT BUDGET (or as amended) $70,000.00 (1)
2, TOTAL OF ALL CHECKS WRITTEN ON Title | MONIES FOR
Title] SALARIES $26.164.44 (2)

Payments made with state exceptional pupil (State Aid)

monies for Remedia Reading salaries. $ 0.00
3. TOTAL OF ALL CHECKS WRITTEN ON Title| MONIES FOR

Titlel: EMPLOYEE BENEFITS, PURCHASED SERVICES,

SUPPLIES, AND CAPITAL OUTLAY $ 4912.00 (3)
4, TOTAL OF LINES2 AND 3. $31.076.44 (4)
5. TOTAL Titlel FUNDS RECEIVED FOR THE 19xx-xx PROJECT

AS OF December 31, 19xx (include all payments and/or book
transfers for the current project). DO NOT INCLUDE late
payments for the 19xx-xx Title | project or state exceptional pupil payments

for Remedia Reading teachers. $35,000.00 (5)
6. PERCENTAGE OF FUNDS RECEIVED WHICH HAS BEEN USED

(line 4 divided by line 5.) 88.79 (6)
SIGNATURE DATE
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conpensation, rental,

EXAMPLE:

teacher

sal ari es equal

$20, 000;

5. Activity Budget Estimate
Function Enpl oyee Pur chased Capi t al
Expendi ture Accounts de Sal ari es Benefits Servi ces Suppl i es Qut | ay Tot al
6100 6200 6300 6400 6500
1 2 3 4 5 6 7 8
A I nstruction- Speci al 1251
B. Payment to Other Districts 1914 S S | e e e o S S | e S A
C. Pupi | Support Services 2100 £ S a5 S S S A
D. Staff Support Services 2200 | e e e S royyyyyd | S S A S e s e
(1) Supervi si on 2211 5 5 S e |
(2) I nservi ces 2213 5 o o e e o |
(3) Advi sory Counci | 2219 5 o o o K o |
(4) O her 2219 5 5 S S ]
E. Busi ness Services 2510 5 5 S S S ]
F. Operation of Plant 2540 5 S S S ]
G Transportation 2550
H. Food Services 2560
Facilities Renodeling 4000 S S S S | e s S ry oy yyyd 5 S S S S S A
6. Descri be Purchased Services indicated in colum 5 of Activity Budget detailing each services and cost
7. Location of Activity
8a. Explain all budget entries in 2100 and 2219 “Ct her”
8b. G ve a breakdown of Enployee benefits by percentage and anmpbunt for teacher retirement, non-teacher retirement, workers

9.5% X $20,000 = $1, 900
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MISSOURI FINANCIAL ACCOUNTING MANUAL
SECTION: APPENDIX A

SUBJECT: GLOSSARY

This appendix contains definitions of selected terms as used in this manual and definitions of some additional terms
as seem necessary for acommon understanding of LEA accounting systems. Extensive use of the glossary will help
establish a high degree of comparability in LEA records and reports. The glossary is arranged al phabetically with
appropriate cross-referencing. Where a definition has been modified, the manual referenceisgiven; e.g., I, lIR, I11, 1V,
VR, VI, and VII, followed by the letter "M."

Some of the definitions have been taken from Federal Handbooks: I*, IR, 1113, IV*, VR®, VI®, and V117, in the State
Educational Records and Reports Series. In such cases, the definition used in this manual istaken from the latest
handbook in which the term is defined.

L Paul L. Reason, Emory M. Foster, and Robert F. Will, The Common Core of State Educational Information.

Washington, DC: US Government Printing Office, 1953. US Department of Health, Education, and Welfare, Office of
Education, State Educational Records and Reports Series. Handbook I, Bulletin 1953, No. 8.

2 Charles T. Roberts and Allan R. Lichtenberger, Financial Accounting Classifications and Standard Terminology for

Local and State School Systems. Washington, DC: US Government Printing Office, 1972. US. Department of Health,
Education, and Welfare, Office of Education, State Educational Records and Reports Series. Handbook 11, Revised
No. 73-11800.

3 Paul L. Reason and George G. Tankard, Jr., Property Accounting for Local and State School Systems. Washington,

DC: US Government Printing Office, 1959. US Department of Health, Education, and Welfare, Office of Education,
State Educational Records and Reports Series. Handbook 111, Bulletin 1959, No. 22.

4AIIan R. Lichtenberger and Richard J. Penrod, Staff Accounting for Local and State School Systems. Washington,
DC: US Government Printing Office, 1966. US Department of Health, Education, and Welfare, Office of Education,
State Educational Records and Reports Series: Handbook 1V, Bulletin 1956, No. 18.

5John F. Putnam, " Student/Pupil Accounting". Manuscript, planned for publication in 1974, revising Pupil
Accounting for L ocal and State School Systems, 1964. State Educational Records and Reports Series: Handbook V.

6 John F. Putnam and W. Dale Chismore, Standard Terminology for Curriculum and Instruction in State and L ocal

School Systems. Washington, DC: US Government Printing Office, 1970. US Department of Health, Education, and
Welfare, Office of Education, State Educational Records and Reports Series. Handbook V1, Bulletin 1970, No. 23052.

! Yeuell Y. Harrisand Ivan N. Seibert, The State Education Agency. Washington, DC: US Government Printing

Office, 1971. US Department of Health, Education, and Welfare, Office of Education, State Educational Records and
Reports Series: Handbook V11, Bulletin 1971, No. 23054.

ABATEMENT - A reduction of apreviously recorded expenditure or receipt item by such things as refunds, rebates,
and collections for loss or damages to school property. (1)

ACCOUNT - A descriptive heading under which are recorded financial transactionsthat are similar in terms of a
given frame of reference, such as purpose, object, or source. (I1)
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ACCOUNTABILITY - The capability and the responsibility to account for the expenditure of money and the
commitment of other resourcesin terms of the results achieved. Thisinvolves both the stewardship of money and
other resources and the evaluation of achievement in relation to specified goals. (VII)

ACCOUNTING - The procedure of maintaining systematic records of eventsrelating to persons, objects, or money
and summarizing, analyzing, and interpreting the results of such records. (VII M)

ACCOUNTING LEDGERS - See Ledger.

ACCOUNTING PERIOD - A period at the end of which and for which financial statements are prepared; for example,
July 1 through June 30. (1)

ACCOUNTING SYSTEM - Thetotal mechanism of records and procedures of recording, retrieving, and reporting
information on the financial position and operations of agovernmental unit or any classifying of its funds, balanced
account groups and organizational components.

ACCOUNTSPAYABLE - Amounts owing on open account to private persons, firms, or corporations for goods and
services rendered by the LEA.

ACCOUNTSRECEIVABLE - Amounts owing on open account from private persons, firms, or corporations for
goods and services furnished by the LEA (but not including amounts due from other funds of the same
governmental unit). Although taxesreceivable are covered by thisterm, they should be recorded and reported
separately in the Taxes Receivable account. (VI M)

ACCRUAL BASIS - The basis of accounting under which revenues are recorded when earned or when levies are
made, and expenditures are recorded as soon as they result in liabilities, regardless of when the revenueis actually
received or the payment is actually made. See also Current Expense, Estimated Revenue, and Expenditures.

ACCRUAL BASISACCOUNTING - Recognizes measurabl e transactions when they occur, regardless of the timing
of the cash flow.

ACCRUE - To record revenues when earned or when levies are made, and to record expenditures as soon as they
result in liabilities, regardless of when the revenueis actually received or the payment is actually made. Sometimes
theterm isused in arestricted sense to denote the recording of revenues earned but not yet due, such as accrued
interest on investments and the recording of expenditures which result in liabilities that are payablein another
accounting period, such as accrued interest on bonds. See also Accrua Basis, Accrued Expenses, Accrued
Liabilities, and Accrued Revenue. (VII)

ACCRUED EXPENSES - Expenses which have been incurred and have not been paid as of agiven date. Seealso
Accrual Basis and Accrue. (II)

ACCRUED INTEREST - Interest accumulated between interest dates but not yet due. (I1)

ACCRUED INTEREST ON INVESTMENTSPURCHASED - Interest accrued on investments between the last
interest payment date and date of purchase. The account is carried as an asset until the first interest payment date
after date of purchase. At that time an entry is made debiting the account Cash and crediting the account Accrued
Interest on |nvestments Purchased and an [ nterest Earnings account for the balance.

ACCRUED LIABILITIES - Amounts owed but not yet due; for example, accrued interest on bonds or notes. See
also Accrued Expenses. (VII)
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ACCRUED REVENUE - L evies made or other revenue earned and not collected regardless of whether due or not.

ADMINISTRATION - Those activities which have as their purpose the general direction, execution, and control of
the affairs of the LEA that are systemwide and not confined to one school, subject, or narrow phase of school
activity. (VII M)

ADMINISTRATIVE ACTION - Any action which resultsin the general regulation, direction, or control of the affairs
of the organizationa unit. (VII)

ADMINISTRATIVE UNIT, INTERMEDIATE - A unit smaller than the State which exists primarily to provide
consultative, advisory, or statistical servicesto local basic administrative units, or to exercise certain regulatory and
inspection functions over local basic administrative units. An intermediate unit may operate schools and contract for
school services, but it does not exist primarily to render such services. Such units may or may not have taxing and
bonding authority.

ADMINISTRATIVE UNIT, LOCAL BASIC - An administrative unit at the local level which exists primarily to operate
schools or to contract for school services. Normally, taxes can be levied against such units for school purposes.
These units may or may not have the same boundaries as county, city, or town boundaries. (Thistermisused
synonymously with the term "School System," and "LEA".) (II M)

ADMISSIONS - Money received for a school-sponsored activity such as a dance or football game. Admissions may
be recorded on separate accounts according to the type of activity.

ADULT BASIC EDUCATION - Learning experiences concerned with the fundamental tools of learning for adults
who have never attended school or who have interrupted formal schooling and need this knowledge and these skills
toraisetheir level of education to increase self-confidence, and/or self-determination, to prepare for an occupation,
and to function more responsibly as citizensin ademocracy.

ADULT/CONTINUING EDUCATION - Learning experiences designed to develop knowledge and skills to meet
immediate and long-range educational objectives for adults who, having completed or interrupted formal schooling,
have accepted adult roles and responsibilities. Programsinclude activitiesto foster the devel opment of fundamental
tools of learning, to prepare for a postsecondary career, to prepare for postsecondary education programs, to
upgrade occupational competencies, to prepare for anew or different career, to develop skills and appreciations for
special interests, or to enrich the aesthetic qualities of life.

ADULT/CONTINUING EDUCATION TUITION - Money received as tuition for students attending adult/continuing
education classes. Separate accounts may be maintained for tuition received for residents and for tuition received for
nonresidents.

AD VALOREM TAXESLEVIED BY ANOTHER GOVERNMENT UNIT - Taxes levied for school purposes by a
government unit other than the LEA. The LEA isnot the final authority, within legal limits, in determining the amount
to beraised. For example, after the LEA has determined that a certain amount of revenueis necessary, another
governmental unit may exercise discretionary power in reducing or increasing the amount.

AD VALOREM TAXESLEVIED BY LEA - Taxeslevied by the LEA on the assessed valuation of real and personal

property located within the LEA which, within legal limits, isthe final authority in determining the amount to be raised
for school operating purposes or retirement of debt.
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ADVANCE FROM A FUND - A liability account used to record a debt owed by one fund to another fund in the same
governmental unit. It isrecommended that separate accounts be maintained for each interfund receivable [oan.

ADVANCE TO A FUND - An asset account used to record aloan by one fund to another fund in the same
governmental unit. It isrecommended that separate accounts be maintained for each interfund receivable |oan.

ADVANCED ADULT EDUCATION - Learning experiences designed to devel op the knowledge, skills, appreciations,
attitudes, and behavioral characteristics considered to be needed by adults who, having completed or interrupted
formal schooling, have accepted adult roles and responsibilities and are preparing for postsecondary careers and/or
postsecondary education programs.

ALLOCATION - The amount of funds that are, or the process by which funds are, assigned to a public school
district, institution or agency to provide financial support for specific programs, services and/or activities.

ALLOT - To divide an appropriation into amounts for certain periods or for specific purposes. (11)
ALLOTMENT - The amount appropriated for a certain period or purpose. (I1)

ALLOTMENT LEDGER - A subsidiary ledger which contains an account for each allotment showing the amount
allotted expenditures, encumbrances, the net balance, and other related information. See also Appropriation L edger.

Q)

ALLOWABLE COST - Cost of predetermined equipment, service, and/or activities that have been considered to be
appropriate for authorization by the funding agency.

ALLOWANCE FOR UNCOLLECTIBLE TAXES - A provision of tax revenues for that portion of taxes receivable
which it is estimated will not be collected. The account is shown on the balance sheet as a deduction from the Taxes
Receivable account in order to arrive at the net taxes receivable. Separate accounts may be maintained on the basis
of tax roll year and/or delinquent taxes.

AMORTIZATION OF DEBT - Gradual payment of an amount owed according to a specified schedul e of times and
amounts. (1)

AMOUNT AVAILABLE IN DEBT SERVICE FUND - A fund which designates the amount of assets availablein the
Debt Service Fund for the retirement of general obligation term bonds.

AMOUNT TO BE PROVIDED FOR PAYMENT OF BONDS - An account in the General Long-Term Debt Account
Group which represents the amount to be provided from taxes or other general revenue to retire outstanding general
obligation term bonds.

ANCILLARY - Items purchased or activities which are supplemental to, but not a part of, the instructional process
within a public school district, institution or agency.

APPORTIONMENT - See Allotment.
APPRAISAL - The act of making an estimate of value, particularly of the value of property, by systematic procedures

that include physical examination, pricing and often engineering estimates. Also, the value established by
estimating. (VII)

APPRAISED VALUE - The value established by appraisal. See also Appraisal.
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APPROPRIATION - An authorization granted by alegislative body to make expenditures and to incur obligations
for specific purposes. (I1)

APPROPRIATION, SCHOOL - Money received out of funds set aside periodically by the appropriating body
(district meeting, city council, or other governmental bodies) for school operations; such funds have not been
specifically collected as school taxes.

APPROPRIATION BALANCE - See Unencumbered Balance of Appropriation or Allotment and Unexpended
Balance of Appropriation or Allotment.

APPROPRIATION EXPENDITURE - An expenditure chargeable to an appropriation. (I1)

APPROPRIATION LEDGER - A ledger containing an account with each appropriation. Each account usually
shows the amount originally appropriated, transfersto or from the appropriation, amount charged against the
appropriation, the encumbrances, the net balance, and other related information. If allotments are made and a
separate ledger is maintained for them, each account usually shows the amount appropriated, transfersto or from the
appropriation, the amount allotted, and the unallotted balance. See also Allotment L edger. (I1)

APPROPRIATIONSRECEIVED FROM LOCAL GOVERNMENTAL UNITSOTHER THAN LEA - Money received
from the appropriations of another local governmental unit. The LEA isnot the final authority, within legal limits, in
determining the amount of money to be received, and the money is raised by taxes, or other means which are not
earmarked for school operations.

APPROVED EXPENDITURE - Amount that has been authorized for a specific purpose by the funding agency.

ARCHITECTURE AND ENGINEERING - Activitiesrelated to Land Acquisition and Improvements or Building
Acquisition, Construction, and Improvements.

AREA OF RESPONSIBILITY - A subdivision of a Service Area consisting of activitieswhich, regardless of their
nature, have acommon purpose directly related to the operational objective of the Service Area. (1V)

AREA VOCATIONAL-TECHNICAL SCHOOL TRANSFER - Thetransfer of any amount necessary from the
General (Incidental) Fund to the Capital Projects Fund to satisfy obligationsin the Capital Projects Fund for state
approved area vocational schools capital outlay not reimbursed by state or federal sources.

ASSETS - Probable future economic benefits obtained or controlled by a particular entity as aresult of past
transactions or events. See also Fixed Assets.

ATTENDANCE, AGGREGATE DAYS - See Average Daily Attendance.

AUDIOVISUAL AIDS - Optical, electronic, and other devices and related supplies which are designed to enhance
learning through the combined senses of hearing and sight, e.g., sound, motion pictures, printed materials, and
television. Frequently, two or more of these components are combined into electronic distribution systems, some of
which incorporate remote or dial access capabilities. See also Educational Media. (VII)
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AUDIT - The examination of records and documents and the securing of other evidence for one or more of the
following purposes. (@) determining the propriety of proposed or completed transactions, (b) ascertaining whether all
transactions have been recorded, and (c) determining whether transactions are accurately recorded on the accounts
and in the statements. (I1)

AUDITED VOUCHER - A voucher which has been examined and approved for payment. (l1)

AVERAGE DAILY ATTENDANCE (ADA) - Thetotal hours attended in aterm by resident pupils between the ages of
five and twenty-one divided by the actual number of hours school wasin session (actual calendar) PLUS the summer
school average daily attendance (ADA) (hours attended divided by 1044 hours). Summer school ADA isapart of
the immediate preceding school year’ stotal ADA.

BALANCE SHEET - A formal statement of assets, liabilities, and fund balance as of a specified date. (V1)
BALANCE SHEET ACCOUNTS - See Balance Sheet.

BOARD OF EDUCATION SERVICES - The activities of the elected or appointed body which has been created
according to state law and vested with responsibilities for educational activitiesin a given geographical area. These
bodies are sometimes called school boards, governing boards, boards of directors, school committees, school
trustees, etc. This Service Arearelatesto the general term and covers state boards, intermediate administrative unit
boards, and local basic administrative unit boards.

BOARD SECRETARY - The secretary of the board of education.

BOARD TREASURER - The treasurer of the board of education.

BOND - A written promise, generally under seal, to pay a specified sum of money, called the face value, at afixed
timein the future, called the date of maturity, and carrying interest at afixed rate, usually payable periodically. The

difference between a note and a bond is that the latter usually runsfor alonger period of time and requires greater
legal formality. See also Refunding Bonds, Serial Bonds, and Surety Bonds.

BOND ATTORNEY - The attorney who approvesthe legality of abond issue. (1)

BOND DISCOUNT - The excess of the face value of abond over the price for which it is acquired or sold. The price
does not include accrued interest at the date of acquisition or sale. (1)

BOND PREMIUM - The excess of the price at which abond is acquired or sold, over itsface value. The price does
not include accrued interest at the date of acquisition or sale. (l1)

BONDED INDEBTEDNESS - The part of the LEA debt which is covered by outstanding bonds of the LEA. (1)
BOND PROCEEDS, AMOUNT REMAINING - The amount remaining in bond proceeds (in the Bond Proceeds
Subfund of the Capital Projects Fund) after the completion of a project for which bonds wereissued. Thisamount
remaining SHAL L be transferred from the Capital Projects Fund to the Debt Service Fund. (See Section 165.011,
RSMo.)

BOND PROCEEDS RECEIVABLE - An account used to designate the amount receivable upon sale of bonds.
Revenue from bond salesis placed in the Capital Projects Fund, not in the Debt Service Fund.

BONDSPAYABLE - The face value of bonds issued and outstanding.
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BOOKSTORE SALES - Revenues of sales resulting from the operation of abookstore. Bookstore sales can be part
of the distributive education courses offered, pupil organization sponsored, or the LEA enterprise. Sales may be
recorded in separate accounts according to the type of product sold.

BOOK VALUE - Carrying amount as shown on the books. (1)

BUDGET - A plan of financial operation embodying an estimate of proposed expenditures for a given period or
purpose and the proposed means of financing them. The budget usually consists of three parts. Thefirst part
contains a message from the budget-making authority together with a summary of the proposed expenditures and the
means of financing them. The second part consists of schedules supporting the summary. The schedules show in
detail the proposed expenditures and means of financing them together with information asto past years' actual
revenues and expenditures and other data used in making the estimates. Thethird part is composed of drafts of the
appropriation, revenue, and borrowing measures necessary to put the budget into effect. Section 67.010, RSMo, is
the statutory reference governing budgets. (VI1)

BUDGETARY ACCOUNTS - Those accounts necessary to reflect budget operations and conditions, such as
estimated revenues, appropriations, and encumbrances, as distinguished from proprietary accounts. See also
Proprietary Accounts. (I1)

BUDGETARY CONTROL - The control or management of the business affairs of the LEA in accordance with an
approved budget with aview toward keeping expenditures within the authorized amounts. (1)

BUDGET DOCUMENT - The instrument used by the budget-making authority to present a comprehensive financial
program to the appropriating body. The budget document usually consists of three parts. Thefirst part contains a
message from the budget-making authority, together with a summary of the proposed expenditures and the means of
financing them. The second consists of schedul es supporting the summary. These schedules show in detail the
information asto past years' actual revenues, expenditures, and other data used in making the estimates. The third
part is composed of drafts of the appropriation, revenue, and borrowing measures necessary to put the budget into
effect. (See Section 67.010, RSMo.)

BUDGETING - Pertains to budget planning, formulation, administration analysis, and evaluation.

BUILDING ACQUISITION, CONSTRUCTION, AND IMPROVEMENTS - Pertains to building acquisition through
purchase or construction, and building improvements. It includesinitial installation or extension of service systems
and other built-in equipment, as well as building additions.

CAPITAL OUTLAY - An expenditure which resultsin the acquisition of fixed assets or additions to fixed assets
which are presumed to have benefits for more than oneyear. Itisan expenditure for land or existing buildings,
improvements of grounds, construction of buildings, additions to buildings, remodeling of buildings, or initial,
additional, and replacement of equipment. (VII M)

CAPITAL PROJECTSFUND INTEREST TRANSFER - Thetransfer of interest earned on moniesin the Regular
Capital Outlay Subfund of the Capital Projects Fund to the General (Incidental) Fund.

CARE AND UPKEEP OF BUILDING - Pertains to cleaning the buildings of school plants or supporting services
facilities; operating such equipment as heating and ventilating systems; keeping the school plant safe for occupancy
and use; and keeping the buildings and built-in equipment of the LEA in a state of good condition and repair.

CARE AND UPKEEP OF GROUNDS - Pertains to maintaining the grounds and the equipment on the grounds (other
than buildings) owned or used by the LEA in astate of good condition and repair.
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CARE AND UPKEEP OF EQUIPMENT - Pertains to maintaining equipment owned or used by the LEA. It includes
such activities as servicing and repairing furniture, machines, and other equipment that is not built-in.

CASH - Currency, checks, postal and express money orders, and bankers' drafts on hand or on deposit with an
official or agent designated as custodian of cash and bank deposits. Any restriction or limitations asto its
availability should beindicated. (I1)

CASH BASIS - The basis of accounting under which revenues are recorded only when actually received, and only
cash disbursements are recorded as expenditures. (I1)

CASH-BASISACCOUNTING - Recognizes transactions when cash is received or disbursed.
CASH CHANGE FUND - A sum of money set aside for the purpose of providing cash register change.

CASH DISCOUNTS - An allowance received or given by vendors for payment of invoices within a stated period of
time.

CASH WITH FISCAL AGENT - Deposits with fiscal agents, such as commercial banks, for the payment of matured
bonds and interest. (I1 R)

CATEGORICAL AID - Support funds provided from a higher governmental level and specifically limited to
(earmarked for) agiven purpose, e.g., special education, transportation, or vocational education.

CENTRAL ADMINISTRATIVE OFFICE - An office or building used primarily for housing personnel and equipment
engaged in activities which have astheir purpose the general regulation, direction, and control of the affairs of the
LEA that are systemrwide and not confined to one school, subject, or narrow phase of school activity.

CHART OF ACCOUNTS - A list of all accounts generally used in an individual accounting system. In addition to
account title, the chart includes an account number which has been assigned to each account. Accountsin the chart
are arranged with accounts of asimilar nature, for example, assets and liabilities. (II R)

CHECK - A bill of exchange drawn on a bank payable on demand; awritten order on abank to pay on demand a
specified sum of money to a named person, to the named person’ s order, or to bearer out of money on deposit to the
credit of the maker. A check differsfrom awarrant in that the latter is not necessarily payable on demand and may
not be negotiable; and it differs from avoucher in that the latter is not an order to pay. A voucher-check combines
the distinguishing marks of avoucher and a check; it shows the propriety of apayment and is an order to pay. (I1)

CIVIC ACTIVITIES - School-related activities such as parent-teacher association meetings and such nonschool-
related civic activities as public forums, lectures, and civil defense planning meetings usually connected with school

Services.

CLASSIFICATION, OBJECT - See Object Classification.

CLEARING ACCOUNTS - Accounts used to accumul ate total receipts or expenditures either for later distribution
among the accounts to which such receipts or expenditures are properly allocable or for recording the net differences
under the proper account. See also Prepaid Expenses and Petty Cash.

CLERICAL PERSONNEL - Personnel occupying positions which have as their major responsibilities the preparing,
transferring, transcribing, systematizing, or preserving of written communications and records. This also includes
stock clerks and shipping clerks. (I1)
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COCURRICULAR ACTIVITIES - Cocurricular activities (experiences) are comprised of the group of school
sponsored activities, under the guidance or supervision of qualified adults, designed to provide opportunities for
pupilsto participate in such experiences on an individual basis, in small groups or in large groups, at school events,
public events or a combination of these for such purposes as motivation, enjoyment, and improvement of skills. In
practice, participation usually is not required and credit usually is not given. When participation isrequired or credit
isgiven, the activity generally is considered to be acourse. (VI M)

CODING - Distinguishing among items and categories of information by assigning numbers or other symbolic
designations so that the items and categories are readily identifiable. (VII)

COMMINGLE - Combining funds from two or more sources into one accounting system so that the sources of those
funds lose their identity upon receipt or expenditure. Commingling of fundsresultsin the lack of aclear audit trail
concerning how the funds from a given source were expended. Commingling of funds received for arestricted federal
program with local, state, and/or other restricted federal fundsis prohibited. The Debt Service Fund cannot be
commingled with other district funds. The Debt Service Fund must be maintained as a separate bank account per
Section 165.011 (1), RSMo.

COMMUNICATION - Expenditures for telephone and tel egraph services as well as postage machine rental and
postage.

COMMUNITY RECREATION - Activities concerned with providing recreation programs for the community asa
whole, or for some segment of the community. It includes such staff activities as organizing and supervising
playgrounds, swimming pools, and other recreation programs for the community.

COMMUNITY RELATIONS - Activities concerned with conducting community relations activities. It includes
maintaining liaisons with local civic groups, serving asthe central point for all requests for public speaking
engagements, responses to public inquiry, arranging for tours of and visitsto the LEA.

COMMUNITY SERVICES - Services, other than public school and adult education functions, provided by the
school or LEA for purposes relating to the community as a whole or some segment of the community. These include
such services as community recreation programs, civic activities, public libraries, programs of custody and care of
children, Parents-As-Teachers (PAT), community welfare activities, and services for nonpublic school pupils
provided by the public schools on a continuing basis. (1V)

COMPARABILITY - The characteristic of commonality among or between selected elements measured in terms of
identical constants. The accuracy of the measurement of the degree of comparability is usually dependent on the
number of constants applied.

CONTINGENT FUND - Assets or other resources set aside to provide for unforeseen expenditures, or for anticipated
expenditures of uncertain amount.

CONTINGENT LIABILITIES - Items which may become liahilities as aresult of conditions undetermined at agiven
date, such as guarantees, pending lawsuits, judgments under appeal, and unsettled disputed claims.

CONTRACTED SERVICES - Services rendered by personnel who are not on the payroll of the LEA including all
related expenses covered by the contract.

CONTRACTSPAYABLE - Amounts due on contracts for goods and services received by the LEA.
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CONSTRUCTION CONTRACT PAYABLE - Amounts due by the LEA on contracts for construction of buildings,
structures, and other improvements.

CONSTRUCTION CONTRACTSPAYABLE--RETAINED PERCENTAGE - Liabilities on account of construction
contracts for that portion of the work which has been completed but on which part of the liability has not been paid
pending final inspection, or the lapse of a specified time period, or both. The unpaid amount is usually a stated
percentage of the contract price.

CONSTRUCTION WORK IN PROGRESS - The cost of construction work undertaken but not yet compl eted.

CONTINUING EDUCATION - See Adult/Continuing Education.

CONTRIBUTIONS AND DONATIONS FROM PRIVATE SOURCES - Money received from a philanthropic
foundation, private individuals, or private organizations for which no repayment or special service to the donor is
expected. Separate accounts may be maintained for revenue unrestricted as to use, and revenue which is restricted
asto use.

CONTROLLING ACCOUNT - An account usually kept in the general ledger in which the postings to a number of
identical, similar, or related accounts are summarized so that the balance in the controlling account equals the sum of
the balances of the detailed accounts. The controlling account serves as a check on the accuracy of the detailed
account postings and summarizes the expenditures in relation to the budget estimates.

COST ACCOUNTING - That method of accounting which provides for the assembling and recording of all the
elements of cost incurred to accomplish a purpose, to carry on an activity or operation, or to complete a unit of work
or aspecificjob. (VII)

COST BENEFIT - Analyses which provide the means for comparing the resources to be allocated to a specific
program with the results likely to be obtained from it; or, analyses which provide the means for comparing the results
likely to be obtained from the allocation of certain resources toward the achievement of alternate or competing
objectives. (VII)

COST CENTER - The smallest segment of a program that is separately recognized in the agency's records, accounts,
and reports. Program-oriented budgeting, accounting, and reporting aspects of an information system are usually
built upon the identification and use of a set of cost centers. (V1)

COST EFFECTIVENESS- Analyses designed to measure the extent to which resources allocated to a specific
objective under each of several alternativesactually contribute to accomplishing that object, so that different ways of
gaining the objective may be compared. (VII)

COST LEDGER - A subsidiary record wherein each project, job, projection center, process, operation, product, or
serviceis given a separate account under which all items of its costs are posted in the required detail. (1)

COST UNIT - The unit of product or service whose cost is computed. (I1)
CURRENT - Theterm refersto the fiscal year in progress. (1)
CURRENT ASSETS - Cash or anything that can be readily converted into cash. (Il R)

CURRENT EXPENDITURES - See Current Expense.
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CURRENT EXPENSE- Any expenditure except for capital outlay and debt service. Current expense includes total
chargesincurred, whether paid or unpaid. (11 M)

CURRENT EXPENSE, TOTAL - Thetotal of all expenditures made during aperiod of time except for capital outlay
and debt service. (I1)

CURRENT FUNDS - Money received during the current fiscal year from revenue which can be used to pay
obligations currently due, and surpluses reappropriated for the current fiscal year. (II M)

CURRENT LIABILITIES - Debts which are payable within arelatively short period of time, usually no longer than a
year. See asoFloating Debt. (I1 M)

CURRENT LOANS - A |oan payablein the same fiscal year in which the money was borrowed. See also Tax
Anticipation Notes. (II)

CURRENT OPERATING COST - Total instruction and support expendituresin afiscal year excluding capital outlay,
long term or short term principal and interest minus revenues received for food service (local program and non-
program, state, federal, and summer food program) and student activitiesin that fiscal year. Current operating cost is
calculated for the district annually and used in computing the certificated salary compliance for the school district.

CURRENT YEAR'STAX LEVY - Taxeslevied for the current fiscal period. (l1)

CUSTODY AND CARE OF CHILDREN - The custodial care of children in residential day schools, or child care
centers which are not part of, or directly related to, the instructional program, and where the attendance of the
children is not included in the attendance figures for the LEA.

DATA BANK - A comprehensive collection of data, usually in machine-usable form (such as punch cards, tapes, and
discs), which can be used for such purposes as drawing subsamples for special studies, checking hypotheses not
formulated or tested previously, facilitating historical studies, and deriving summations and correlations. Typically,
an educational data bank is comprised of component files relating to specific areas of information such as pupils,
staff, property, finance, instructional programs, and the community. (VII)

DATA PROCESSING - The activities of collecting and organizing data, storing for future use, and preparing
statistical reports. See Machine Data Processing.

DEBT REFUNDING - Bonds issued to pay off bonds already outstanding. (See PROCEDURE NO: PRC-523, Debt
Refunding for Non-Callable Bonds.)

DEBT SERVICE - Expendituresfor the retirement of debt and expenditures for interest on debt, except principal and
interest of current loans. Per Section 165.011, RSMo, if abalance remainsin the Debt Service Fund after total
outstanding indebtedness for which the fund was levied is paid, the board MAY transfer the unexpended amount to
the Capital Projects Fund. The Debt Service Fund must be maintained as a separate bank account.

DEBT SERVICE BALANCE TRANSFER - The amount transferred from the Debt Service Fund to the Capital

Projects Fund. Thisisthe remaining balancein the Debt Service Fund after the retirement of all bonded indebtedness
and interest. Thedistrict isnot required by state statute to make this transfer but may elect to do so.
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DEFERRED CHARGES - Expenditures which are not chargeable to the fiscal period in which made but are carried on
the asset side of the balance sheet pending amortization or other disposition. Deferred charges differ from prepaid
expenses in that they usually extend over along period of time and may or may not be regularly recurring costs of
operation. See also Prepaid Expenses. (I1)

DEFICIT - The excess of the obligations of afund over the fund'sresources. (1)

DELINQUENT TAXES - Taxes remaining unpaid on and after the date on which they become delinquent by statute.
Q)

DEPOSITS - Use of thisaccount is normally restricted to long-term investments deposited by the LEA asa
prerequisite to receiving services and/or goods.

DEPOSITSPAYABLE - Liability for deposits received as prerequisite to providing or receiving services and/or
goods.

DEPRECIATION - Lossin value or service life of fixed assets because of wear and tear through use, elapse of time,
inadequacy, or obsolescence. (I1)

DIRECT COSTS - Those elements of cost which can be easily, obviously, and conveniently identified with specific
activities or programs, as distinguished from those costs incurred for several different activities or programs and
whose elements are not readily identifiable with specific activities. See also Indirect Costs. (VII)

DIRECT SERVICES - Activitiesidentifiable with a specific program. These are direct servicesfor a particular
program. Those activities concerned with the teaching/learning process are considered to be direct servicesfor
instruction.

DISBURSEMENTS - Paymentsin cash. See alsoCash. (VII)

DISCRETIONARY GRANT - Grant funds made available usually for a predetermined purpose which are awarded to
an applicant based on the judgment of the grantor.

DOUBLE ENTRY - A system of bookkeeping which requires for every entry made to the debit side of an account or
accounts an entry for the corresponding amount or amounts to the credit side of another account or accounts. (I1)

DUE FROM A GOVERNMENT - Amounts due to the reporting governmental unit from another governmental unit.
These amounts may represent grants-in-aid, shared taxes, taxes collected for the reporting unit by another unit, loans,
and charges for services rendered by the reporting unit for another government. It isrecommended that separate
accounts be maintained for each interfund receivable.

DUE TO A GOVERNMENT - Amounts due from the reporting governmental unit to another governmental unit.
These amounts may represent grants-in-aid, shared taxes, taxes collected for the reporting unit by another unit, loans,
and charges for services rendered for the reporting unit by another government. It isrecommended that separate
accounts be maintained for each interfund payable.

DUE FROM A FUND - A receivable account used to indicate amounts owed by a particular fund from another fund in
the same LEA for goods and services rendered.

DUE TO A FUND - A liahility account used to indicate amounts owed by a particular fund to another fund in the
same LEA for goods and services rendered.
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DUE FROM FISCAL AGENT - Amounts due from fiscal agents, such as commercial banks, for servicing the LEA's
maturing indebtedness. It isrecommended that separate accounts be maintained for each interfund receivable.

DUE TO FISCAL AGENT - Amounts dueto fiscal agents, such as commercia banks, for servicing aLEA's maturing
indebtedness. It isrecommended that separate accounts be maintained for each interfund payable.

DUESAND FEES - Costs of memberships or assessmentsin professional or other organizations and payments to
paying agents for services rendered.

EARNED INTEREST - Interest collected or due. (I1)

EDUCATIONAL MEDIA - Any device, content material, method, or experience used for teaching and learning
purposes. These include printed and nonprinted sensory materials. See also Audiovisual Aids. (VII)

EDUCATIONAL TV - Providing television programs as a part of the instructional program of the LEA. It includes
writing, programming, and directing educational television programs.

ELECTIONS - Services rendered in connection with any LEA election, including elections of officers, bond elections
(regardless of whether or not the bond issues pass), and budget and appropriation elections.

ELEMENTARY SCHOOL - A school classified as elementary by state and local practice and composed of any span
of grades not above grade eight. A nursery school or kindergarten school isincluded under this heading only if itis
an integral part of aregularly established school system. (1V)

ELIGIBLE PUPIL (EP) - Average daily attendance (ADA) for the regular school term and summer school PLUS
summer school ADA added a second time.

EMPLOYEE BENEFITS - Compensation, in addition to regular salary, provided to an employee. Thismay include
such benefits as health insurance, lifeinsurance, annual leave, sick leave, retirement, and social security.

ENCUMBRANCE ACCOUNTING - Use of a separate journal or incorporation into the Budget Analysis L edger of
encumbrances as defined below. Ultimately, at year end, they are in effect canceled but may be partitioned from fund
balance into a special reserve account.

ENCUMBRANCES - Purchase orders, contracts, and salary or other commitments which are chargeable to an
appropriation and for which a part of the appropriation is reserved. They cease to be encumbrances when paid or
when actud liability isincurred. (VII)

ENERGY CONSERVATION LOAN TRANSFER - The transfer of any amount necessary from the General
(Incidental) Fund to the Capital Projects Fund to satisfy the annual principal and interest payments on energy
conversation loans paid from the Capital Projects Fund.

ENROLLMENT - Head count taken the last Wednesday of September and January of all resident and nonresident
students K - 12 in the enrollment center. All students counted as one (no part time). Not reported for
prekindergarten students.

ENTITLEMENT GRANT - A formula grant program that establishes a specific amount of fundsto be distributed to

each agency. Recipients of such funds determine how the funds are to be used according to the purposes authorized
by the program.
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ENTRY - The act of recording atransaction and the actual record of afinancial transaction in an account.

EQUIPMENT - Items that are electrical or mechanical in nature or furniture and 1) have auseful life of at least one
year; 2) would be repaired rather than replaced; 3) the cost of tagging and inventory isasmall percent of theitem's
cost; and 4) cost more than $500.00 per unit.

EQUALIZED ASSESSED VALUATION (EAV) - The district assessed val uation adjusted for the county average
salesratio. The calculation to equalize the assessed valuation only adjusts real property assessed valuation. To
calculate equalized assessed valuation: (Real Property AV x .3333 ? County Sales Ratio).

EQUALIZED OPERATING LEVY - The operating levy (General (Incidental) & Special Revenue (Teachers) Funds) as
defined in Section 163.011, RSMo, adjusted for the county average salesratio. To calculate equalized Operating Levy
. (Operating Levy x County SalesRatio ? .3333).

EQUITY - Equity isthe mathematical excess of assets over liabilities. Generally thisexcessis called Fund Balance.

ESTIMATED REVENUE - If the accounts are kept on an accrual basis, this term designates the amount of revenue
estimated to accrue during a given period regardless of whether or not it isall to be collected during the period. If the
accounts are kept on a cash basis, the term designates the amount of revenues estimated to be collected during a
given period. (I1)

EVALUATION - The process of ascertaining or judging the value or amount of an action or an outcome by careful
appraisal of previously specified datain light of the particular situation and the goals and objectives previously
established. (I R)

EXCESSCOSTS - Those costs over and above identified and specific minimum amounts which must be allocated or
expended for a designated purpose.

EXPENDITURES - Charges incurred, whether paid or unpaid which are presumed to benefit the current fiscal year.
(vin)

EXPENDITURE CHARACTER - The period of time which the expenditure is presumed to benefit. Character
classification of expendituresare: current expenditures, capital outlay, and debt service.

FACE VALUE - As applied to securities, this term designatesthe amount of the liability stated in the security
document. (1)

FACILITIESACQUISITION AND CONSTRUCTION - Activitiesinvolved with the acquisition of land and
buildings; remodeling buildings; the construction of buildings and additions to buildings; initial installation or
extension of service systems and other built-in equipment; and improvementsto sites.

FAIR MARKET VALUE - The current assessed value of a piece of equipment, service or activity.

FEDERAL REVENUE - Revenue provided by the federal government. Expenditures made with this revenue should
beidentifiable as federally supported expenditures.

FEDERAL AID FOR EDUCATION - Any grant made by the federal government for the support of education.
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FIDELITY BOND - A bond guaranteeing the LEA against losses resulting from the actions of the treasurer,
employees, or other persons of the system. See also Surety Bond. (I1)

FIDELITY BOND PREMIUMS - Expenditures for any bonds guaranteeing the LEA against |osses resulting from the
actions of the treasurer, employees, or other persons of the system. Also recorded here are any expenditures (not
judgments) madein lieu of fidelity bonds.

FINANCIAL ACCOUNTING - The recording and reporting of activities and events affecting the money of an
administrative unit and its program. Specifically, it is concerned: (1) with determining what accounting records are to
be maintained, how they will be maintained, and the procedures, methods, and formsto be used; (2) with recording,
classifying, and summarizing activities or events; (3) with analyzing and interpreting recorded data; and (4) with
preparing reports and statements which reflect conditions as of a given date, the results of operations for a specific
period, and the evaluation of status and results of operation in terms of established objectives. (VII)

FISCAL AGENT - A specific local school district or intermediate agency that has been designated to submit
applications/requests for federal project funds and is the recipient of such funds from the state agency.

FISCAL PERIOD - Any period at the end of which the LEA determinesitsfinancial condition and the results of its
operations and closesits books. Itisusually ayear, though not necessarily acalendar year. The most common
fiscal period for school systemsis July 1 through June 30. (VII M)

FISCAL SERVICES - Consists of activitiesinvolved with managing and conducting the fiscal operations of the LEA.
This service areaincludes budgeting, receiving and disbursing, financial accounting, payroll, internal auditing, and
purchasing.

FIXED ASSETS - Land, buildings, machinery, furniture, and other equipment which the LEA intendsto hold or
continuein use over along period of time. "Fixed" denotes probability or intent to continue use or possession, and
does not indicate immobility of an asset. (1)

FIXED ASSETS GROUP OF ACCOUNTS - This self-balancing group of accountsis used to account for fixed assets
owned by the LEA. Fixed assets purchased under |lease purchase agreements are entered in this group after the last
payment is made.

FIXED CHARGES - Charges of agenerally recurrent nature which are not readily allocated to other expenditure
categories. They consist of such chargesas. school board contributions to employee retirement, insurance and
judgments, rental of land and buildings, and interest on current loans. They do not include paymentsto public
schools housing authorities or similar agencies. (I1)

FLOATING DEBT - Liabilities (except bonds) payable on demand or at an early date; for example, accounts payable,
bank loans, notes, or warrants. See Current Liabilities. (I1)

FLOOR AREA - See Gross Floor Area.
FOOD DELIVERY - Délivering prepared food, ready for serving, within the LEA.
FOOD PREPARATION AND DISPENSING SERVICES - Concerned with preparing and serving regular and

incidental meals, lunches, or snacksin connection with school activities. It includes cooking, operating kitchen
equipment, preparing salads, serving food, cleaning dishes, and storing dishes and kitchen equipment.
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FOOD SERVICES - Activitiesinvolved with the food services program of the LEA. This service areaincludesthe
preparation and serving of regular and incidental meals, lunches, or snacks in connection with school activities, and
the delivery of food.

FOOD SERVICESTRANSFER - The transfer of an amount necessary from the General (Incidental) Fund to the
Capital Projects Fund to pay for food service equipment paid from the Capital Projects Fund.

FREE AND REDUCED LUNCH ELIGIBLE COUNT (FRL/Line 14) - The number of pupils enrolled in the district
AND eligiblefor free or reduced lunch on the last Wednesday in January. The number used on line 14 of the basic
formulacalculation in the current year is always the previousyear’s January count. This number bears no
relationship to the number of children actually eating in the school cafeteria (School Food Services count). This
number by definition is adifferent count from that used for the federal programs or School Food Services.
Correctionsto this data after it has been submitted should be sent to the School Finance Section.

FULL-TIME EQUIVALENCY - The amount of time for aless than full-time activity divided by the amount of time
normally required in corresponding full-time activity. Full-time equivalency usually is expressed as a decimal fraction
to the nearest tenth. (VI M)

FULL-TIME PERSONNEL - School employees whose positions require them to be on the job on school days
throughout the school year at |east the number of hours the schoolsinthe LEA arein session. (I1)

FUNCTION - An action which contributesto alarger action of aperson, living thing, or created thing. (VII M)

FUND - Anindependent accounting entity with its own assets, liabilities, and fund balances. Generally, fundsare
established to account for financing of specific activities of an agency's operations. (VI1)

FUND ACCOUNTS- All accounts necessary to set forth the financial operations and condition of afund. (1)

FUND BALANCE - The excess of the assets of afund over itsliabilities and reserves except in the case of funds
subject to budgetary accounting where, prior to the end of afiscal period, it represents the excess of the fund's
assets and estimated revenues for the period over itsliabilities, reserves, and appropriations for the period. (11 R)

FUNDED DEBT - Same asBonded Debt which isthe preferred term.
FUNDING - The conversion of judgments and other floating debt into bonded debt.

GAIN OR LOSSON SALE OF INVESTMENTS - Gains or losses realized from the sd e of bonds or stocks. Gains
represent the excess of the sales proceeds over cost or other basis at date of sale (cost |ess amortization of premium
in the case of long-term bonds purchased at a premium over par value or cost plus amortization of discount on long-
term bonds purchased at a discount under par value); gainsrealized from sale of US Treasury bhills represent interest
income. Losses represent the excess of the cost or other basis at date of sale (as described above) over the sales
proceeds.

GENERAL ADMINISTRATION - Consists of those activitiesinvolved in the overall general administrative
responsibility for the entire LEA.

GENERAL LEDGER - A book, file, or other device in which accounts are kept to the degree of detail necessary, that

summarizes the financial transactions of the LEA. General ledger accounts may be kept for any group of items or
receipts or expenditures on which an administrative officer wishesto maintain a close check. (I1)
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GENERAL LONG-TERM DEBT ACCOUNT GROUP - This self-balancing group of accountsis used to account for
general long-term debt of agovernmental unit.

GIFT - Money received from a philanthropic foundation, private individual, or private organization for which no
repayment or special service to the contributor is expected. (1)

GRANT, PRIVATE - See Gift.

GRANTS-IN-AID - Grants-in-aid are contributions made by a governmental unit to the LEA and are not related to
specific revenue sources of the respective governmental unit; i.e., general, or if related to specific revenue sources of
the governmental unit, are distributed on someflat grant or equalization basis. Grants-in-aid are made by intermediate
governments, state governments, and the federal government.

GRANT MATCH TRANSFER - The transfer of an amount necessary from the General (Incidental) Fund to the
Capital Projects Fund to fulfill the district’ s required obligation to match state or federal monies for capital outlay
purchases from the Capital Projects Fund.

GROSS EARNINGS - See Gross Income.

GROSSFLOOR AREA - The sum of the areas at each floor level including within the principal outside faces of
exterior walls, neglecting architectural setbacks or projections. Thisincludesall stories or areas which have floor
surfaces with clear standing head room (6'6" minimum) regardless of their use. (l1)

GROSS INCOME - Revenues before deducting any expenses; an expression employed in accounting for individuals,
financial institutions, and the like. Also, gross revenue, or incidental revenue of a manufacturing or trading
enterprise.

GUIDANCE PERSONNEL - Persons who have been assigned specific duties and school time to carry on recognized
functions of the guidance programsinwhole or in part. Classify here: counselors, deans, placement counselors,
guidance specialists, and similar personnel. Thisrefersto both certificated and non-certificated personnel. (1)

HEALTH PERSONNEL - Personsin thefield of physical and mental health, such as physicians, psychiatrists, school
nurses, dentists, dental hygienists, psychiatric social workers, and therapists, whose services are directed primarily at
individuals, although sometimes used for group activities.

IMPREST FUND - A system for handling disbursements whereby afixed amount of money is set aside for a
particular purpose. Disbursements are made from time to time as needed. At certainintervals, areport isrendered of
the amount disbursed and the cash is replenished for the amount of the disbursements, ordinarily by check drawn on
the fund or funds from which the items are payable. The total of cash plus unreplenished disbursements must always
equal the fixed sum of cash set aside. (I)

IMPROVEMENTSOTHER THAN BUILDINGS - A fixed asset account which reflects the acquisition value of
permanent improvements, other than buildings, which add value to land. Examples of such improvements are fences,
retaining walls, sidewalks, pavements, gutters, tunnels, and bridges. If the improvements are purchased or
constructed, this account contains the purchase or contract price. If improvements are obtained by gift, it reflectsthe
appraised value at time of acquisition.
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INCLEMENT WEATHER - If school is dismissed because of inclement weather after it has been in session for three
hours, that day shall count as a school day towards the minimum requirement of 174 days. Thisincludesthe
afternoon session kindergarten (K-PM). If the aggregate hours lost in aterm due to inclement weather decreases the
total hours of the term below the required minimum of 1044 hours by more than twelve hoursfor all day students or
six hours for one-half day kindergarten students, all such hours below the minimum must be made up in one half day
or full day additionsto the term except as provided in Section 171.033, RSMo. (See aso Section 163.021, RSMo.)

INDIRECT COSTS - Costsincurred for services, materials, supplies, and/or equipment which are common to two or
more programs and, therefore, are not identifiable with a particular program. There are restricted and nonrestricted
indirect cost rates. The School Finance Section calculates the indirect cost rate for the next school year based on
data submitted by the district on Core Data and on the Annual Secretary of the Board Report (ASBR) for the second
preceding year. See alsoMissouri School Finance Reporting and Compliance Manual.

Restricted - An indirect cost rate based on the costs of central office administration, central services but
excluding the office of the superintendent and the operation and maintenance of plant.

Nonrestricted - An indirect cost rate based on the costs of central office administration, central services, and
operation and maintenance of plant.

INDIRECT EXPENSES - Those elements of cost hecessary in the provision of a service which are of such nature
that they cannot be readily or accurately identified with the specific service. For example, the custodial staff may
clean corridorsin a school building which is used jointly by administrative, instructional, maintenance, and
attendance personnel. Inthis case, apart of custodial salariesis an indirect expense of each service using the
corridors. However, it isimpossible to determine readily or accurately the amount of the salary to charge each of
these services. See also Direct Expenses. (I1)

INDIRECT SERVICES - Services for programs which cannot be identified with a specific program. All support
services programs are indirect services of instruction programs.

INSTRUCTION - Instruction includes the activities dealing directly with the teaching of pupils. Teaching may be
provided for pupilsin aschool classroom, in another location such asin ahome or hospital, and other learning
situations such as those involving cocurricular activities. 1t may also be provided through some other approved
medium such as television, radio, telephone, and correspondence.

INSTRUCTIONAL ORGANIZATION - A school or other organizational arrangement which providesinstruction of a
given type or types.

INSTRUCTIONAL PERSONNEL - Those who render direct and personal serviceswhich arein the nature of
teaching. Included hereare: teachers (including teachers of homebound), teaching assistants, teacher aides,
secretaries for teachers, special graders, substitute teachers, and clerks serving teachers only. Attendance
personnel, health personnel, and other clerical personnel should not be included as instructional personnel. (I1)

INSURANCE AND BOND PREMIUMS - Expenditures for all types of insurance coverage such as property, liability,
fidelity, bond premiums, aswell as the costs of judgments. Insurance for group health, worker's compensation, etc.,
are not charged here, but are recorded under Personal Services--Employee Benefits.

INTEREST - A fee charged a borrower for the use of money. See also Debt Service.

School Finance 296 Change 2 - September 15, 1998



MISSOURI FINANCIAL ACCOUNTING MANUAL
SECTION: APPENDIX A

SUBJECT: GLOSSARY

INTEREST AND RECEIVABLES - Interest received on temporary or permanent investmentsin US Treasury hills,
notes, bonds, savings accounts, time certificates of deposit, notes, mortgages, or other interest-bearing obligation
and dividends received on stocks.

INTEREST RECEIVABLE ON INVESTMENTS - The amount of interest receivable on investments, exclusive of
interest purchased. Interest purchased may be shown in a separate account.

INTERFUND TRANSFERS - Money which is taken from one fund under the control of the board of education and
added to another fund under the board's control. Interfund transfers are not receipts or expenditures of the LEA.
(See ds0 PROCEDURE NO: PRC-518, Interfund Transfers.) (I1)

INTERMEDIATE SOURCES OF REVENUE - An intermediate administrative unit or a political subdivision between
LEAs and the State that collects revenue and distributes it to LEAsin amounts different from those which are
collected within such systems. (11)

INTERNAL AUDITING - Activitiesinvolved with evaluating the adequacy of the internal control systems verifying
and safeguarding assets, reviewing the reliability of the accounting and reporting systems, and ascertaining
compliance with established policies and procedures.

INTERNAL CONTROL - A plan of organization under which employees' duties are so arranged and records and
procedures so designed as to make it possible to exercise effective accounting control over assets, liahilities,
revenues, and expenditures. For example, under such a system, the employee's work is subdivided so that no one
employee performs a complete cycle of operations. For instance, an employee handling cash would not post the
accountsreceivablerecords. Again, under such a system, the proceduresto be followed are definitely laid down and
such procedures call for proper authorizations by designated officialsfor all actionsto be taken. (11)

INTERNAL INFORMATION - Information prepared for and distributed to |earners and/or staff or the LEA. It
consists of such activities as news-gathering, writing, editing, photograph and newspaper reproduction, transmitted
vocally, in person or by way of electronic equipment.

INVENTORY - A detailed list or record showing quantities, descriptions, values, and frequently, units of measure
and unit prices, of property on hand at agiventime. Also, the cost of supplies and equipment on hand not yet
distributed to requisitioning units. (I1 M)

INVENTORY OF STORESFOR RESALE - The value of goods held by the LEA for resale rather than for usein its
own operations.

INVESTMENT IN GENERAL FIXED ASSETS - An account in the General Fixed Assets Account Group which
representsthe LEA's equity in general fixed assets. The balance of this account is subdivided according to the
source of funds which financed the asset acquisition, such as General (Incidental) Fund revenues, federal project
revenues, Capital Project Funds, etc.

INVESTMENTS - Securities and real estate held for the production of incomein the form of interest, dividends,
rentals, or lease payments. The account does not include fixed assets used in LEA operations. (11 M)

INVOICE - An itemized list of merchandise purchased from a particular vendor. Thelist includes quantity,
description, price, terms, date, etc.. (Il R)

JOURNAL - The book of original entry for recording financial transactions. (Il R M)
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JOURNAL ENTRY - See Entry.

JOURNAL VOUCHER - A paper or form on which the financial transactions of the LEA are authorized and from
which any or all transactions may be entered in the books. By means of the journal voucher, the budget may be put
into operation and expenditures made to meet authorized obligations. Journal vouchers are also used to set up
revolving funds and petty cash funds, and for authorizing all entries in the bookkeeping system for which no other
authorizations, such as deposit slips, invoices, etc., are available. A form of journal voucher isamemorandum in the
school board minutes. (I1)

JUDGMENT - An amount to be paid or collected by the LEA asthe result of acourt decision. (I1)

JUDGMENTSAGAINST THE LEA - Expenditures from current funds for all judgments (except as indicated) against
the LEA that are not covered by liability insurance, but are of atype that might have been covered by insurance.
Only amounts paid as the result of court decisions are recorded here. Judgments against the LEA resulting from
failureto pay bills or debt service, are recorded under the appropriate expenditure accounts as though the bills or
debt service had been paid when due.

JUDGMENTSPAYABLE - Amounts due to be paid by the LEA asthe result of court decisions, including
condemnation awards in payment for private property taken for public use.

JUNIOR COLLEGE - A postsecondary institution which offersthe first two years of college instruction, frequently
confers an associate degree, and does not confer abachelor's degree. The term "junior college" is often used
interchangeably with the term "community college." (VII)

JUNIOR HIGH SCHOOL - A separately organized and administered secondary school intermediate between the
elementary and senior high schools. See Middle Schoal. (V)

JUNIOR-SENIOR HIGH SCHOOL - A secondary school organized on ajunior-senior basis and administered under
one head as one unit. (V)

KINDERGARTEN - A group or classthat is organized to provide educational experiencesfor children for the year
immediately preceding thefirst grade. A kindergarten class may be organized as a grade of an elementary school or
as part of aseparate kindergarten school. In some LEAS these groups may be called preprimary, junior primary, or
primary. (VII) Kindergarten Average Daily Attendance (ADA) is calculated asfollows: actual attendance hours
divided by total hoursin session of thefirst grade calendar for the building but in no case more than twice the K-A or
K-P hoursin session (actual calendar). Kindergarten Membershipis calculated asfollows: K-A, K-P or K-D reported
membership will be multiplied by the ratio of that specific kindergarten actual calendar divided by the first grade
actual calendar hoursin session. In no casewill the multiplier belessthan .5.

LAND - A fixed asset account which reflects the acquisition value of land owned by the LEA. If land is purchased,
this account includes the purchase price and costs such as legal fees, filling and excavation costs, and other
associated improvement costs which are incurred to put the land in condition for itsintended use. If land isacquired
by gift, the account reflectsits appraised value at time of acquisition.

LAND ACQUISITION AND IMPROVEMENT - Activitiesinvolved with theinitial acquisition of sitesand
improvements thereon.

LEASE (RENTAL) - See Rentals Expended.
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LEASE PURCHASE- A contract granting the specified use of equipment which a public school district, institution
or agency cannot readily purchase outright during a specific period of time for a specified amount of funds. This
contract could be expanded to purchase equipment only if the contract with option to purchase isannually renewable
and creates an obligation to the district for only onefiscal year. Section 177.088, RSMo, specifiesthat atrue lease
purchase must run through athird party, not-for-profit corporation. If thereisan intent to taketitle, lease purchase
expendituresmust be paid for from the Capital Projects Fund. If thereisno intent to taketitle, thistransaction
would most likely be classified as alease or rental and would be paid for from the General (Incidental) Fund. Section
177.088, RSMo, requires DESE to deduct from basic formula paymentsin the following year an amount equal to those
amounts expended from the General (Incidental) Fund (for rentals) for real property for which titleistransferred to the
district.

LEDGER - Contains all the accounts of a particular fund asin the General Ledger or all these detail accounts which
support particular Subsidiary Ledger accounts. See also General Ledger, Appropriation L edger, Allotment L edger.
(I1RM)

LEGAL SERVICES - Services provided by an attorney-at-law to the board of education.

LEVY (Verb) - To impose taxes or special assets. (Noun) - The total of taxes or special assessmentsimposed by a
governmental unit. (1)

LIABILITIES - Debt or other legal obligations arising out of transactionsin the past which are payable but not
necessarily due. Encumbrances are not liabilities; they become liabilities when the services or materials for which the
encumbrance was established have been rendered or received. (1)

LIBRARY BOOKS - Books purchased for general use and not primarily for use in certain classes, grades, or other
particular student groups. They include reference sets and dictionaries, but not textbooks and periodicals. (VII)

LOANS - See Bond, Current L oan, Long-Term Loan, and Short-Term L oan.

LOANSRECEIVABLE - Amounts which have been loaned to persons or organizations, including notes taken as
security for such loans, where permitted by statutory authority. The account isusually carried only in the Trust and
Agency Funds balance sheet.

LOCAL EDUCATION AGENCY (LEA) - An educational agency at thelocal level which exists primarily to operate
school or to contract for educational services. Normally, taxes may be levied by such publicly operated agencies for
school purposes. Theseagencies may or may not be coterminous with county, city, or town boundaries. Thisterm
is used synonymously with the terms "school district," "school system," and "local basic administrative unit."

LONG-TERM LOAN - A loan which extends for more than five years from the date the |oan was obtained and is not
secured by serial or term bonds. (11)

MACHINE DATA PROCESSI NG - The use of machines and devicesin the storing of individual items of information
in aform by which they may be retrieved rapidly and accurately, processed, and reproduced as single-line items, as
lists of items or desired combinations with other items. (V1)

MAINTENANCE OF EFFORT - A requirement to spend as many dollars or as many dollars per student for a specific

activity during the current school year as was spent during the previous year for asimilar activity. Maintenance of
effort isrequired for handicapped programs, Title |, and vocational education.
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MAINTENANCE PERSONNEL - Personnel on the school payroll who are primarily engaged in the repairing and
upkeep of grounds, buildings, and equipment. (I1)

MAINTENANCE OF PLANT (PLANT REPAIRSOR REPAIR AND REPLACEMENT OF EQUIPMENT) Activities
which are concerned with keeping the grounds, buildings, and equipment at their original condition of completeness
or efficiency, either through repairs or by replacements of property (those activities that are considered less than
replacement or renovation of abuilding or room).

MAINTENANCE WAREHOUSE- A building used primarily for housing personnel and equipment engaged in
activities concerned with the repair and upkeep of grounds, buildings, and equipment, or with the manufacture of
equipment. Thisincludes building facilities for carpenters, cabinetmakers, machinists, mechanics, painters, plumbers,
electricians, and groundskeepers.

MANAGEMENT INFORMATION SYSTEM - A network of communication channels (voice, digital, etc.) that
acquires, retrieves, and redistributes data used in managing the educational process and in supporting the individual
and collective decision making process.

MATERIALS - See Supplies.
MATURED BONDSPAYABLE - Bonds which have reached or passed their maturity date but which remain unpaid.
MATURED INTEREST PAYABLE - Interest on bonds which has reached the maturity date but which remain unpaid.

MEMBERSHIP - A pupil isamember of aclass or school from the date the pupil presents himself/herself at school
and is placed on the current roll until the pupil permanently leaves the class or school for one of the causes
recognized as sufficient by the State. The date of permanent withdrawal should be the date on which it is officially
known that the pupil has left school, and not necessarily thefirst day after the date of last attendance. Membership
is obtained by adding the total original entries and the total reentry’s and subtracting the total withdrawals; it may
also be obtained by adding the total number present and the total number absent. Thistermisalso known asthe
number belonging. (V M) Membership for state aid purposes shall be the count of students taken the last
Wednesday in September and January who were enrolled on the count day AND in attendance at least one of the
previous ten school days. Part-time students are reported on afull-time equivalent (FTE) basis. Membership for Title
| and extended day kindergarten should NOT be reported.

MEMORANDUM ACCOUNTING- An informal record of the LEA transaction that cannot be recorded under the
regular financial accounts but for which arecord is desired.

MIDDLE/JUNIOR HIGH SCHOOL - A term describing a school organization between an elementary school and a
high school. Thisterm isused for budget purposes, usually, when middle and junior high schools need to be
grouped for planning. Any other type organization by any other name, falling between the elementary and high
schools, should beincluded.

MIDDLE SCHOOL - A separately organized and administered school usually beginning with gradesfive or six or
their equivalent and including at |east three grades or three years. Most middle schools presume, in ultimate plan if
not in present reality, afour-year high school for the grades or years which follow, asis a4-4-4 or 5-3-4 plan. (VI)

MODIFIED ACCRUAL-BASISACCOUNTING - Recognizes measurable transactions when they occur within a
given time frame.

NET EXPENDITURE- The actual outlay of money by the LEA for some service or object after the deduction of any
discounts, rebates, reimbursements, or revenue produced by the service or activity. (1)
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NET INCOME - The balance remaining to the LEA after deducting from the gross revenue for agiven period al
operating expense and income deductions during the same period. See Revenue.

NONCATEGORICAL - Thisisaterm usually applied to revenue and means revenue from any or all sourceswhichis
not identifiable with specific expenditures; i.e., it is General (Incidental) Fund revenue which losesitsidentity asitis
expended for objects relating to many Service Areas.

NONPUBLIC SCHOOL - A school established by anindividual, institution, or agency other than the state,
subdivisions of the state, or the federal government, which usually is supported primarily by other than public funds,
and the operation of whose program rests with other than publicly elected or appointed officials. (VII)

NONRESIDENT STUDENT - Generally a student whose legal residence is outside the geographic area served by a
specified school, LEA, or institution. (V B) (Missouri Statutes modify the definition of anonresident student.)

NURSERY SCHOOL - A separately organized and administered elementary school for groups of children during the
year or years preceding kindergarten, which provides education experiences under the direction of professionally
qualified teachers. (V M)

OBJECT - The commaodity or service obtained from a specific expenditure. (VII)
OBJECT CLASSIFICATION - Identifying a category of goods and services obtained.

OBLIGATIONS - The amounts of orders placed and subgrants awarded, services received, and similar transactions
during agiven period, which will require payment during the same or afuture period. Obligations are considered to
beincurred asfollows:. for personal property, when the LEA makes a binding commitment to acquire the property,
usually by issuing a purchase order; for personal services and contracted services, when the services are performed
(includes LEA employees); and, for travel, utilities, and rent, when the travel istaken, the utilities used, or rented
facilities occupied.

OPERATING LEVY FOR SCHOOL PURPOSES- The sum of the adjusted tax rates levied in the General (Incidental)
) Fund and Special Revenue (Teachers) Funds.

OVERHEAD COSTS - Those elements of cost necessary in the production of an article or the performance of a
service which are of such a nature that the amount applicable to the product or service cannot be determined
accurately or readily. Usually they relate to those objects of expenditures which do not become an integral part of
the finished product or service, such asrent, heat, light, supplies, management, supervision, and other similar items.
(1 m)

OVERTIME SALARIES - Gross salary paid to employees of the LEA in positions of either atemporary or permanent
nature for work performed in addition to the normal work period for which the employee is compensated under
Regular Salaries and Temporary Salaries. The terms of such payment for overtime is a matter of state and local
regulation and interpretation.

PART-TIME PERSONNEL - Personnel who occupy positions which require lessthan full-time service. This
includes those employed full-time for part of the school year, part-timefor all of the school year, and part-time for part
of the school year. See also Personnel, Full-Time. (I1)

PART-TIME PUPIL - A pupil whois carrying lessthan afull course load as determined by the state or the LEA. (V)
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PAYMENTSIN LIEU OF TAXES - Payments made out of general revenues by a governmental unit tothe LEA inlieu
of taxesit would have had to pay had its property or other tax base been subject to taxation by the local LEA on the
same basis as other privately owned property or other tax base. It would include payment made for privately owned
property which is not subject to taxation on the same basis as other privately owned property due to action by the
governmental unit owning or responsible for the property.

PAYROLL - A list of individual employees entitled to pay, with the amounts due to each for personal services
rendered. Payments are also made for such payroll-associated costs as federal and state income tax withholdings,
retirement, and social security. (1)

PAYROLL DEDUCTIONS AND WITHHOLDING - Amounts deducted from employees' salaries for taxes required to
be withheld and for other withholding purposes. Separate liability accounts may be used for each type of deduction.

PENALTIESAND INTEREST ON TAXES - Amount collected as penalties for the payment of taxes after the due
date or dates, and the interest charged on delinquent taxes from the due date to the date of actual payment. A
separate account for penalties and interest on each type of tax may be maintained.

PENSION SYSTEM - A freeretirement plan whereby persons leaving service in the educational system because of
age, disability, or length of service receive payments from funds to which they have not contributed. Payments may
be either in alump sum or in the form of annuity. See also Retirement Fund System. (1)

PERSONNEL , ADMINISTRATIVE - Personnel on the school payroll who are primarily engaged in activitieswhich
have astheir purpose the general regulation, direction, and control of the affairs of the LEA that are systemwide and
not confined to one school, subject, or anarrow phase of school activity; e.g., superintendent of schools, business
manager, and accountant. (I1)

PERSONNEL, CLERICAL - See Clerical Personnel.

PERSONNEL, FULL-TIME - See Full-Time Personnel.

PERSONNEL , GUIDANCE - See Guidance Personnel.

PERSONNEL, HEALTH - See Health Personnel.

PERSONNEL, INSTRUCTIONAL - See Instructional Personnel.

PERSONNEL, MAINTENANCE - See Maintenance Personnel.

PERSONNEL , OPERATIONAL - See Operational Personnel.

PERSONNEL, PART-TIME - See Part-Time Personnel.

PETTY CASH- A sum of money set aside for the purpose of paying small obligations for which the issuance of a
formal voucher and check would be too expensive and time-consuming. Also, asum of money, either in the form of
currency or aspecial bank deposit, set aside for the purpose of making change or immediate payments of
comparatively small amount. See also Imprest Fund. (I1 M)

PLANNING - The selection or identification of the overall, long-range goals, priorities, and objectives of the

organization, and the formulation of various courses of action to be followed in working toward achieving those
goals, priorities, and objectives. (VII)
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PLANNING-PROGRAMMING-BUDGETING-EVALUATION SYSTEM (PPBES)- A structured procedure for
determining policy in the allocation of resources for accomplishment of priority programs; it emphasizes long-range
planning, analytic evaluative tools, and economic rationality in setting goals and objectives and in the determination
of programs. (VII)

POSTING - The act of transferring to an account in aledger the detailed or sunmarized data contained in the cash
receipts book, check register, journal voucher, or similar books or documents of original entry. (11 R M)

PREMIUM, BOND - See Bond Premium

PREMIUM ON BONDS SOLD - That portion of the sales price of bondsin excess of their par value. The premium
represents an adjustment of the interest rate.

PREPAID EXPENSES - Expenses entered in the account for benefits not yet received. Prepaid expenses differ from
deferred chargesin that they are spread over a shorter period of time than deferred charges and are regularly
recurring costs of operation. Examples of prepaid expenses are prepaid rent, prepaid interest, and unexpired
insurance premiums. An example of adeferred charge is unamortized discounts on bonds sold. (11 M)

PRINCIPAL OF BONDS - The face value of bonds. See also Face Value. (1)

PRINTING AND BINDING - Amounts paid for job printing and binding, usually following the specifications of the
LEA. Thisincludesthe design and printing of forms and posters aswell as printing and binding LEA publications.
Preprinted standard forms purchased are not charged here, but are recorded under Supplies and Materials.

PRINTING, PUBLICATION, AND DUPLICATING SERVICES - Pertains to printing and publishing administrative
publications such as annual reports, school directories, and manuals. It also includes providing centralized services
for duplicating school materials and instruments such as school bulletins, newsl etters, and notices.

PRIVATE SCHOOL OR NONPUBLIC - A school established by an agency other than the state or its subdivisions
which is primarily supported by other than public funds, and the operation of whose program rests with other than
publicly elected or appointed officias. (V)

PROFESSIONAL - A term denoting the level of personnel who have had extensive training in aparticular line of
work (usually aminimum of abachelor's degree) and who perform activities regarded as professional by the laws and
regulations established by the state or other professional requirements recognized by the state. Examples are
teachers, architects, lawyers, and nurses. (VII M)

PROFESSIONAL AND TECHNICAL SERVICES - Services of individuals having extensive training in a particular
line of work. Thisincludes such services as those provided by architects, auditors, dentists and doctors,
consultants, lawyers, tax collectors, data processing service bureaus, and others.

PROGRAM - A plan of activities and procedures designed to accomplish a predetermined objective or set of allied
objectives.

PROGRAMMING - Preparation of alogical sequence of operationsto be performed by acomputer in solving a
problem or processing data; the preparation of coded instructions and data for such asequence. (VII)
PROPERTY INSURANCE - Expenditures for al forms of insurance covering the loss of, or damage to, property of

the LEA from fire, theft, storm, or any other cause. Also recorded here are costs for appraisals of property for
insurance purposes.
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PROPRIETARY ACCOUNTS - Those accounts which show actual financial conditions and operations such as
actual assets, liabilities, reserves, surplus, revenues, and expenditures, as distinguished from budgetary accounts.
See also Budgetary Accounts. (I1)

PROBATING - The allocation of parts of asingle expenditure to two or more different accounts. The allocationis
made in proportion to the benefits which the expenditure provides for the respective purposes or programs for which
the accounts were established. (1)

PUBLIC INFORMATION - Information for public consumption through news media about the condition and
progress of educationinthe LEA. It consists of such activities as writing news rel eases, speaking to civic groups or
other assemblies, and appearing on local radio and television programsto discuss LEA programs.

PUBLIC RELATIONS - See Community Relations.

PUBLIC SCHOOL - A school operated by publicly elected or appointed school officialsin which the program and
activities are under the control of these officials and which is supported primarily by public funds. (1)

PUBLIC UTILITY SERVICES - Expenditures for services usually provided by public utilities such as water,
sewerage, electricity, gas, and garbage. Thisincludes those same services whether the utility company be public or
private. Costsfor telephone and telegraph are not charged here, but are recorded under Communication.
PUBLICLY OWNED QUARTERS - Any public school facility owned by a school administrative unit or under its
control through a contract to purchase. Public school facilities designed for school purposes and owned by a
county or municipal unit of government, public schools housing authority, or similar agency are included.

PUPIL ACCOUNTING - A system for collecting, computing, and reporting information about pupils. (V)

PUPIL ACTIVITY FUND - Financial transactions related to school-sponsored pupil activities and interscholastic
activities. These activities are supported in whole or in part by income from pupils, receipts, and other fund-raising
activities. Support may be provided by local taxation.

PUPIL, PART-TIME - See Part-Time Pupil.

PUPIL, RESIDENT - See Resident Student.

PUPIL TRANSPORTATION SERVICES - Consists of those activities involved with the conveyance of pupilsto
and from school activities, as provided by state law. Thisincludes trips between home and school.

PUPIL, TUITION - See Tuition Student.

PURCHASE ORDER - A written request to avendor to provide material or services at aprice set forth in the order
and is used as an encumbrance document. (11 R)

PURCHASED SERVICES - Personal services rendered by personnel who are not on the payroll of the LEA, and
other services which may be purchased by the LEA.

PURCHASING - Acquiring supplies, equipment, and materials used in the LEA operation.

REAL PROPERTY - See Redl Estate.
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REAL ESTATE- Land, improvementsto site, and buildings; real property. (VII)

REBATES - Abatements or refunds. (1)

RECEIPTS - This term means cash received. See Revenue.

RECEIVING AND DISBURSING - Accepting and paying out funds. It includes the current audit of receipts, the
preaudit or requisitions or purchase orders before the order is placed to determine whether the amounts are within the

budgetary allowances, and to determine that such disbursements are lawful expenditures of the LEA.

RECORD MANAGEMENT - Establishing and maintaining an adequate and efficient system for controlling the
records of the LEA.

RECORDS - A collection of information which is prepared by aperson, unit, or organization for the use of that
person, unit, or organization. (VII)

RECRUITMENT AND PLACEMENT - Employing and assigning personnel for the LEA.

REDEMPTION OF PRINCIPAL - Expenditures from current fundsto retire serial bonds, long-term loans of more
than five years, and short-term loans of lessthan five years.

REFUND - A return of an overpayment or overcollection. The return may be either in the form of cash or a credit to
an account. (Il R)

REFUNDING BONDS - Bonds issued to pay off outstanding bonds. (See PROCEDURE NO: PRC-522, Debt I
Refunding for Non-Callable Bonds). (I1)

REFUND OF PRIOR YEAR'S EXPENDITURES - Revenue coming from arefund of an expenditure made to aprior
fiscal year'sbudget. A refund of an expenditure madein the same fiscal year's budget may be recorded in the
appropriate expenditure account as a reduction of the expenditure.

REGISTER - A record for the consecutive entry of a certain class of events, documents, or transactions, with a
proper notation of all of the required particulars. The form of register for accounting purposes varies from aone
column to a multicolumnar sheet of special design whereon the entries are distributed, summarized, and aggregated
usually for convenient posting to the accounts. (1)

REGULAR DAY SCHOOL TRANSPORTATION - Transportation of pupils attending regular day school. Separate
accounts must be maintained for transportation fees received from patrons and for transportation fees received from
other LEAS.

REGULAR DAY SCHOOL TUITION - Tuition for nonresident pupils attending the regular day schoolsinthe LEA.
Separate accounts must be maintained for tuition received from patrons and for tuition received from other LEAS.

REGULAR SALARIES - Full-time, part-time, and prorated portions of the gross salary costs for work performed by
employees of the LEA who are considered to be in positions of a permanent nature.

REIMBURSEMENT - The return of an overpayment or overcollectionin cash. (Il R)

RELATED SERVICES - Support services provided to targeted students or groups of studentsto help them benefit
from education.
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REMODELING - Any major permanent structural improvement to abuilding. It includes changes of partitions, roof
structure, or walls. Repairsare not included here but are included under maintenance. (111)

RENTALSRECEIVED - Money received from the rental of school property, real or personal. It does not include
rental from real property held for income purposes; this revenue is recorded under the account Earnings on
Investments. Separate accounts may be maintained for real property, textbooks, equipment, lockers, towels, and
other.

RENTALSEXPENDED - Expenditures for the lease or rental of land, buildings, and equipment for the temporary or
long-range use of the LEA. Thisincludes bus and other vehicle rental when operated by LEA personnel, lease of
data processing equi pment, mobile classrooms, and similar rental agreements when thereisno intent to acquire titie.
Be aware of the Missouri statutory distinction between lease or rental (with no intent to take title) and lease purchase
wheretitle will be conveyed to the district at some point. Rental expenditures are paid from the General (Incidental)
Fund. Lease purchase expenditures with conveyance of title to the district must be paid from the Capital Projects
Fund. Section 177.088, RSMo, requires DESE to reduce basic formula amountsto adistrict in an amount equal to the
amount expended from the General (Incidental) Fund for real property in which title is eventually conveyed to the
district. Costsfor single agreements covering equipment aswell as operators are not charged here, but are recorded
elsewhere under Purchased Services. See Transportation, Printing and Binding, Public Utility Services, Repairs and
Maintenance Services.

REPAIRS - The restoration of a given piece of equipment, of agiven building, or of groundsto original condition of
completeness or efficiency from aworn, damaged, or deteriorated condition. See also Maintenance of Plant. (II1)

REPAIRS AND MAINTENANCE SERVICE - Repairs and maintenance services not provided directly by LEA
personnel. Thisincludes contracts and agreements covering the upkeep of grounds, buildings, and equipment.
Costs for new construction, renovating and remodeling are not charged here, but are recorded under Capital Outlay.

REPLACEMENT OF EQUIPMENT - A complete unit of equipment purchased to take the place of another complete
unit of equipment which isto be sold, scrapped, or written off the record, and serving the same purpose as the
replaced unit in the sasmeway. (l11)

REPORTS - A collection of information which is prepared by a person, unit, or organization for the use of some other
person, unit, or organization.

REQUISITION - A written request to a purchasing officer for specified articles or services. It isarequest from one
school official to another school official, whereas a purchase order isfrom a school official (usually the purchasing
officer) toavendor. (I R)

RESEARCH - Systematic study and investigation in some field of knowledge, undertaken to establish facts or
principles. (VII)

RESEARCH, PLANNING, DEVELOPMENT, AND EVALUATION - The activitiesinvolved with research, planning,
development, and evaluation functions for the LEA.

RESERVE - An amount set aside for some specified purpose. (Il R)

RESERVE FOR A (SPECIAL PURPOSES) - A reserve which represents the segregation of aportion of afund
balance to indicate that assets equal to the amount of the reserve are tied up for the named special purpose.
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RESERVE FOR ENCUMBRANCES - A reserve representing the segregation of a portion of afund balance to
provide for unliquidated encumbrances. Separate accounts may be maintained for current and prior year
encumbrances.

RESERVE FOR INVENTORY - A reserve which represents the segregation of a portion of afund balance to indicate
that assets equal to the amount of the reserve are tied up in inventories of supplies and inventories on hand and not
issued to requesting units.

RESIDENT STUDENT - Generally a student whose legal residence is within the geographic area served (district
boundary) by a specified school, LEA, or institution. It includesall children between the ages of five and twenty-one
who are attending kindergarten through grade twelve. If achildisattending in adistrict other than the domicile
(district of residence) district AND the child’ s parent isteaching in the district the child is attending, then that child
shall be considered aresident pupil of that district for the period of time when that district of residence is not
otherwise liable for tuition. (Sending elementary districts are not liable for tuition below grade nine so the receiving
district would claim this child for state aid until the child enters high school/grade nine.) (V R) (Missouri Statutes
modify the definition of aresident student.)

RESTRICTED GRANTS-IN-AID - Revenues received as grants by the LEA which must be used for a categorical or
specific purpose.

REVENUES - Inflows or other enhancements of assets of an entity or settlement of itsliabilities (or a combination of
both) during a period from delivering or producing goods, rendering services, or other activitiesthat constitute the
entity’ s ongoing major or central operations.

REVENUE TRANSFER - One of two transfers allowed in Section 165.011, RSMo, from the General (Incidental) Fund
to the Capital Projects Fund in an amount not to exceed the calculated cap based on $.18 and $.06. Thiscapis
calculated annually by the School Finance Section and carries statutory requirementsto be able to make the
transfers.

REVENUES COLLECTED IN ADVANCE - A liahility account which represents revenues collected before they
become due. (Also known as Deferred Income.)

SALARY - Thetotal amount regularly paid or stipulated to be paid to an individual, before deductions, for personal
services rendered while on the payroll of the LEA. Payments for sabbatical |eave are also considered as salary.

SALE OF FIXED ASSETS - Proceeds from the sale of school property. Separate accounts may be maintained for
sale of real property and for sale of equipment.

SALE OF BONDS - Proceeds from the sale of bonds, except that if bonds are not sold at a premium, only those
proceeds representing the par value of the bonds would be included.

SALESTO ADULTS - Money received from adults for sale of food products and services. Regular meals or food
products sold to staff can be segregated from special dinners and affairs for special purposes by maintaining
separate accounts.

SALESTO PUPILS - Money received from pupilsfor sale of food products and services. Better financial control

and analysis and reporting for federal and state reimbursements can be obtained by maintaining separate accounts
by type of sales, such astype of lunch sales, milk program sales, and other sales.
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SCHOOL - A division of the LEA consisting of agroup of pupils composed of one or more grade groups, organized
asone unit with one or more teachersto give instruction of adefined type, and housed in a school plant of one or
more buildings. More than one school may be housed in one school plant, asisthe case when the elementary and
secondary programs are housed in the same school plant. (VI1)

SCHOOL ADMINISTRATION - Consists of those activities which have overall administrative responsibility for a
single school or agroup of schools.

SCHOOL BUS - A vehicle used for transporting students with a manufacturer's rated seating capacity of 12 or more.
(Seating capacity figures on the basis of at least 13 inches of seat space per pupil.) (111 M)

SCHOOL DISTRICT - See School System.

SCHOOL, ELEMENTARY - See Elementary School.

SCHOOL, MIDDLE/JUNIOR HIGH - See Middle/Junior High School.

SCHOOL PLANT - The site, buildings, and equipment constituting the physical facilities used by a single school or
by two or more schools sharing the use of common facilities. (I11)

SCHOOL PLANT, COMBINED ELEMENTARY AND SECONDARY - A school plant which houses both an
elementary school and a secondary school. (l11)

SCHOOL, PRIVATE OR NONPUBLIC - See Private School.

SCHOOL, SECONDARY - See Secondary School.

SCHOOL SITE- Theland and all improvementsto the site, other than structures, such as grading, drainage, drives,
parking areas, walks, plantings, play courts, and playfields. (I11)

SCHOOL, SUMMER - See Summer School.

SCHOOL SYSTEM - All the schoolsand supporting services operated by the board of education, a specified
administrative unit or by another organization which operates one or more schools. See alsoLocal Education

Agency. (V)

SCHOOL TERM - A prescribed span of time when school is open and the pupils are under the guidance and
direction of teachers. SeeasoTerm. (VII)

SCHOOL, VOCATIONAL OR TRADE HIGH - See Vocational or Trade High School.

SECONDARY SCHOOL - A school comprising any span of grades beginning with the next grade following an
elementary or middle school and ending with or below grade twelve. (VI)

SECURITIES - Bonds, notes, mortgages, or other forms of negotiable or nonnegotiable instruments. (1)

SERIAL BONDS - Issues redeemabl e by installments, each of whichisto be paid in full, ordinarily out of revenues of
the fiscal year in which it matures, or revenues of the preceding year. (1)
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SERVICE AREA DIRECTION - Pertains to directing and managing the service area of any function. It includes
activities of all thoseengaged in managing and directing agiven area. (1V)

SHORT-TERM LOANS - A loan payable in five years or |ess, but not before the end of the current fiscal year. See
also Current Loans. (I1)

SINGLE SCHOOL - Activitieswhich extend or apply to only asingle attendance area.

SOCIAL WORK - Activities concerned with the prevention of, or solution to, those personal, social, and emotional
problems of individuals which involve such relationships as those of the family, school, and community. (IV M)

SPECIAL EDUCATION - Consists of direct instructional activities designed primarily to deal with the following pupil
exceptionalities: (1) physically handicapped; (2) emotionally disturbed; (3) culturally different including
compensatory education; (4) mentally retarded; and (5) mentally gifted and talented. The Special Education Services
Areaincludes Preprimary, Elementary, Secondary, Postsecondary, or Adult/Continuing Education.

SPECIAL COST CENTERS - A dimension for accumulating additional details on costsof a segment of an existing
cost center or for accumulating costs of atemporary program or project for evaluative purposes. See also Cost
Center.

STAFF ACCOUNTING - Services rendered in connection with the systematic recording, filing, and storing of
information related to staff members employed by the LEA.

STAFF SERVICES - The activities concerned with recruiting, accounting, placing, transferring, and training staff
employed by the LEA.

STATE AID FOR EDUCATION - Any grant made by a state government for the support of education.

STATISTICAL SERVICES - Services concerned with collecting, organizing, summarizing, analyzing, and
disseminating educational data pertinent to various educational interests, including pupils, staff, instruction,
facilities, and finance. (VII)

STORES - Supplies, materials, and equipment in storerooms subject to requisition. (1)

STUDENT ACTIVITIESTRANSFER - The transfer of an amount as aresult of monies earned and donated by
student activities, clubs or organizations necessary from the General (Incidental) Fund to the Capital Projects Fund to
cover the expenses of capital outlay purchased in the Capital Projects Fund as a result of planned donations by
student activities, clubs or organizations.

SUBSIDIARY ACCOUNTS - Related accounts which support in detail the summaries recorded in a controlling
account. See also Clearing Accounts. (I1)

SUMMER SCHOOL - The name usually applied to the school session carried on during the period between the end
of the regular school term and the beginning of the next regular school term. (V M)

SUMMER TERM--DAY - A division of the school year which usually beginsin June and ends in August and pupils
attend the day sessions.

SUMMER TERM--EVENING - A division of the school year which usually beginsin June and endsin August and
pupils attend the evening sessions.
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SUMMER SCHOOL TRANSPORTATION FEES - Money received for transportation of pupils attending summer
school. Separate accounts shall be maintained for fees received for residentsand for fees received for nonresidents.

SUPPLANT - To substitute a new source of funds to provide services or materials already in existence in the LEA
and previously funded with other funds.

SUPPLEMENT - To add to that which the district is already providing due to a specific requirement or as a matter of
previous practice. The LEA must be able to document that federal/state funds were used to increase the level of
funding for an existing service or to begin anew service.

SUPPLIES - Itemsthat are not electrical or mechanical in nature or furniture or which cost less than $500.00 per unit
or itemswhich have auseful life of lessthan oneyear. Usually amaterial item which is expended and consumed or
worn out or deteriorated in use or haslost itsidentity through fabrication or incorporation into a more complex unit or
substance. See also Materials.

SUPPORTING SERVICES - Activities which provide administrative, technical, and logistical support to a program.
Supporting services exist to sustain and enhance the fulfillment of the objectives of other major functions.

SURETY BOND - A written promise to pay damages or to identify against |osses caused by the part of parties named
in the document, through nonperformance or through misappropriation of monies; for example, a surety bond given
by a contractor or by an official handling cash or securities. (I1)

SURPLUS - The excess of the assets of afund over itsliabilities; or if the fund also has other resources and
obligations, the excess of resources over obligations. The term should not be used without a property descriptive
adjective unless its meaning is apparent from the context. See also Unappropriated Surplus.

SYSTEMSANALYSS - Activitiesinvolving the search for an evaluation of alternativeswhich arerelevant to
defined objectives, based on judgment, and, whereever possible, on quantitative methods; the development of data
processing procedures or application to electronic data processing equipment. (VI1)

SYSTEM-WIDE - Activities which extend or apply to all of the schoolsin the LEA or to all of the schoolsin the LEA
where the activities apply.

TAX ANTICIPATION NOTES - Short-term loan issued in the amount to not exceed 50 percent of the taxes levied by
the respective school district. Theloan may bear an interest rate not exceeding ten percent unless advertised; if
advertised, fourteen percent. Theloan does not count against any statutory debt limitation and the loan must mature
within six months.

TAX ASSESSMENT AND COLLECTION - Activities concerned with assigning and recording equitable values to
real and personal property, assigning a mileage rate (dollarsyield per thousand dollars), and receiving yieldin a
central office.

TAX LIENSRECEIVABLE- Legal claims against property which have been exercised because of nonpayment of

delinquent taxes, interest, and penalties. The account includes delinquent taxes, interest and penalties receivable up
to the date the lien becomes effective plus the cost of holding the sale.
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TAXES - Compulsory charges levied by agovernmental unit for the purpose of financing services performed for the
common benefit. Thetermincludeslicenses and permits. (11)

TAXESRECEIVABLE - The uncollected portion of taxes which the LEA or governmental unit has levied and which
has become due, including any interest or penalties which may be accrued. Separate accounts may be maintained on
the basis of tax roll year and/or current and delinquent taxes.

TEACHER - A person who instructs students. (V1)
TEMPORARY SALARIES - Full-time, part-time, and prorated portions of the gross salary costs for work by
employees of the LEA who are hired on atemporary or substitute basis to perform work in positions of either

temporary or permanent nature.

TERM - A prescribed span of time when school is open and the pupils are under the guidance and direction of
teachers. (V)

TEXTBOOKS - Materias as defined in Section 171.050, RSMo, obtained primarily for usein certain classes, grades,
or other particular student groups rather than for general school use. (VI1)

TEXTBOOK FUND BALANCE TRANSFER - The required transfer of unexpended Free Textbook Fund revenue at

the end of any year from the General (Incidental) Fund to the Special Revenue (Teachers) Fund. See Section 165.011,
RSMo.

TRANSFER FROM OTHER FUNDS - Money received unconditionally from another fund without expectation of
repayment. Such monies are revenues of the receiving fund, but not the LEA asawhole.

TRANSFER TO OTHER FUNDS - Money paid unconditionally from a particular fund to another fund without
expectation of repayment. Such monies are revenues to the receiving fund, but not the LEA asawhole.

TRANSFER VOUCHER - A voucher authorizing posting adjustments and transfers of cash or other resources
between funds or accounts. (1)

TRANSFERSBETWEEN FUNDS - See Interfund Transfers.

TRANSPORTATION CALCULATED COST TRANSFER - The calculated transfer from the General (Incidental)
Fund to the Capital Projects Fund of that amount expended for transportation allowabl e cost equipment that is
considered an allowabl e expense under state board of education rules for transportation reimbursements during the
current year. Thistransfer amount cap is calculated annually by the Pupil Transportation Section and is based on
prior year data.

TRANSPORTATION FEES - Money received for transportation of pupils.

TRAVEL - Costsfor transportation, meals, hotel and other expenses associated with traveling on business for the
LEA. Paymentsfor per diemin lieu of reimbursements for subsistence (room and board) also are charged here.
TRIAL BALANCE - A list of the balances of the accountsin aledger kept by double entry, with the debit and credit

balances shown in separate columns. |If thetotals of the debit and credit columns are equal or their net balance
agrees with a controlling account, the ledger upon which the figures are taken issaid to be "in balance." (1)

School Finance 311 Change 2 - September 15, 1998



MISSOURI FINANCIAL ACCOUNTING MANUAL
SECTION: APPENDIX A

SUBJECT: GLOSSARY

TUITION - Money charged by the LEA or education institution for aperiod of time, not including special charges as
for books and laboratory fees. (VII)

TUITION STUDENT - A pupil for whom tuitionispaid. (VII)

TUITION EXPENDED - Expenditures to reimburse other educational agencies for services rendered to students
residing in the legal boundaries described for the paying LEAS, both within and outside the state of the paying LEA.

TUITION RECEIVED - Money received from pupils, their parents, welfare agencies or other LEAs for education
provided in the schools of the LEA.

UNAMORTIZED DISCOUNTSON BONDS SOLD - That portion of the excess of the face value of bonds over the
amount received from their sale which remains to be written off periodically over the life of the bonds.

UNAMORTIZED DISCOUNTSON INVESTMENTS - The excess of the face value of securities over the amount
paid for them which has not yet been written off.

UNAMORTIZED PREMIUMS ON BONDS SOLD - An account which represents that portion of the excess of bond
proceeds over par value and which remains to be amortized over the remaining life of such bonds.

UNAMORTIZED PREMIUMSON INVESTMENTS - The excess of the amount paid for securities over the face value
which has not yet been amortized. Use of thisaccount is normally restricted to long-term investments.

UNAPPROPRIATED SURPLUS - That portion of the surplus of agiven fund which is not segregated for specific
purposes. (II R)

UNENCUMBERED BALANCE OF APPROPRIATION OR ALLOTMENT - That portion of an appropriation or
allotment not yet expended or encumbered; the balance remaining after deducting from the appropriation or allotment
the accumulated expenditures and outstanding encumbrances.

UNIT COST - Expenditures for afunction, activity, or service divided by the total number of units for which the
function, activity, or service was provided. (I11 M)

UNLIQUIDATED ENCUMBRANCES - Encumbrances outstanding. See also Encumbrances. (I R)

UNRESTRICTED GRANTS-IN-AID - Revenues received as grants by an agency which may be used for any legal
purpose without restriction.

UNSPENT BOND PROCEEDS TRANSFER - The transfer from the Capital Projects Fund to the Debt Service Fund
of any balance in bond proceeds remaining after the completion of the project for which the bonds wereissued. This
remaining balance must be transferred if the bonds were issued for a specific project or purpose and that project is
complete. The actual requirement to make this transfer depends on the restrictive nature or wording of the ballot that
was voted on.

VEHICLE, PRIVATELY OWNED - A vehicle owned by the contractor; avehicle partially owned by the contractor
(for instance, the contractor may own the chassis and the school own the body); or acar used by a parent who is
paid from public fundsto transport his’her own children and sometimes other children to schools. (lI11)

VEHICLE SERVICING AND MAINTENANCE - Pertains to maintaining vehiclesin as nearly new condition and

original efficiency as possible. Itincludes repairing vehicles, replacing vehicle parts, cleaning, painting, greasing,
fueling, preventive maintenance, and inspection of vehicles for safety.
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VOCATIONAL OR TRADE HIGH SCHOOL - A secondary school which is separately organized under a principal
for the purpose of offering training in one or more skilled or semiskilled, or technical occupations. (VI M)

VOUCHER - A document which authorizes the payment of money and usually indicates the accounts to be charged.
(I

VOUCHER SYSTEM - A system which calls for the preparation of vouchers for transactionsinvolving payments
and for the recording of such vouchersin a special book of original entry known as avoucher register in the order in
which payment is approved. (I1)

VOUCHERSPAYABLE- Liahilities for goods and services received as evidenced by vouchers which have been
preaudited and approved for payment but which have not been paid.

WAREHOUSE INVENTORY ADJUSTMENT - Amounts reflected as a deficit as aresult of an audit or count of items
held in astore or warehouse inventory.

WAREHOUSING AND DISTRIBUTION - Pertains to the operation of the activities of receiving, storing, and
distributing supplies, equipment, materials, and mail. It includes the pickup and transporting of cash from school
facilities to the central administrative office, or bank, for control and/or deposit.

WARRANT - An order drawn by the school board to the LEA treasurer ordering him to pay a specified amount to a
payee named on the warrant. Once signed by the treasurer the warrant becomes a check payable by a bank named on
the warrant by the treasurer. (11 R M)

WARRANT INTEREST - Interest paid onregistered warrants. (I1)
WARRANTSPAYABLE - Warrants issued by the school board but not yet signed by the treasurer. (I1 R)

WELFARE ACTIVITIES - Providing for personal needs of indigent persons, when such aid isrestricted to indigent
persons, and for providing services in connection with disaster relief. (1V M)

WITHHOLDING - The process of deducting from a salary or wage payment an amount, specified by law or
regulation, representing the estimated federal or state income tax of the individual that the employer must pay to the
taxing authority.

WORK ORDER - A written order authorizing and directing the performance of a certain task, issued to the person
who isto direct the work. Among the information shown on the order are the nature and location of the job,
specifications of the work to be performed, and ajob number which isreferred to in reporting the amount of 1abor,
materials, and equipment used. (I1)

“ZERO" TEACHERS FUND BALANCE TRANSFER - The monthly transfer from the General (Incidental) Fund to
the Special Revenue (Teachers) Fund of those amounts required to bring the ending fund balance in the Special
Revenue (Teachers) Fund to zero.
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SUBJECT: ACCOUNTING CODE QUICK REFERENCE LISTING

This appendix isincluded to allow a quick reference to the accounting codes. Appendix B is subdivided into eight
sections:

B-1 Alphabetical listing of major account titles
B-2 Fund code listing

B-3 General ledger account code listing

B-4 Revenue object code listing

B-5 Function/program code listing

B-6 Expenditure object code listing

B-7 Operational unit code listing
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SUBJECT: ALPHABETICAL LISTING OF MAJOR ACCOUNT TITLES

More detailed information concerning the following listing of major account titles can be found as follows:
Fund - PROCEDURE NO: CDE-402, Fund Code Descriptions;

Genera Ledger -

PROCEDURE NO: CDE-404, General L edger Account Descriptions;

Revenue Object -

PROCEDURE NO: CDE-405, Revenue Object Code Descriptions;

Function - PROCEDURE NO: CDE-406, Function Code Descriptions; and

Expenditure Object- PROCEDURE NO: CDE-407, Expenditure Object Code Descriptions.

TITLE

Accounts Receivable
Administration

Bonded Debt

Capital Outlay

Cash and Temporary Investments
Capital Projects Fund

Current Payables

Data Processing Services

Debt Service Fund

Employee Benefits

Food Service/Enterprise Fund
Fund Balances and Reserves
General Fixed Assets Account Group
General Fixed Assets

General (Incidental) Fund

General Long-Term Debt Account Group
Instruction

Intraschool Service Fund
Inventories

Long & Short Term Debt

Other Current Assets

Plant Services

Pupil Services

Purchased Services

Revenue from Federal Sources
Revenue from Local and Other Intermediate Sources
Revenue from State Sources
Salaries

Student Activities/Trust Fund
Suppliesand Materials

Specia Revenue (Teachers) Fund
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CLASSIFICATION

General Ledger
Function

General Ledger
Expenditure Object
General Ledger
Fund

General Ledger
Function

Fund

Expenditure Object
Fund

General Ledger
Account Group
General Ledger
Fund

Account Group
Function

Fund

General Ledger
Expenditure Object
General Ledger
Function

Function
Expenditure Object
Revenue Object
Revenue Object
Revenue Object
Expenditure Object
Fund

Expenditure Object
Fund

NUMBER

1200
2300
1600
6500
1100
40X
2100
2660
30X
6200
50X
3000
80X
1500
10X
90X
1000
70X
1300
6600
1400
2540
2100
6300
5400
5100 & 5200
5300
6100
60X
6400
20X
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SUBJECT: EUND CODE LISTING

The fund code consists of three digits. Thefirst digit denotes the fund group, the second digit indicates the subfund
and the third digit (shown here as X) isthe last number of the applicablefiscal year. For example, during fiscal year
1996-97, the Special Revenue (Teachers) Fund would be assigned the fund code 217. The 2 isthe Special Revenue
(Teachers) Fund, the (1) indicates a subfund and the 7 denotes the fiscal year. Additional information concerning
funds can be found in PROCEDURE NO: CDE-402, Fund Code Descriptions.

CODE
CLASS DETAIL TITLE
10X General (Incidental) Fund
11X Payroll Subfund
12X Operating Subfund
13X Free Textbook Subfund
20X Specia Revenue (Teachers) Fund
30X Debt Service Fund
40X Capital Projects Fund
41X Bond Proceeds’ Capital Outlay Subfund
42X Regular Capital Outlay Subfund
50X Food Service/Enterprise Fund
60X Student Activities/Trust Fund
70X Intraschool Service Fund
80X General Fixed Assets Account Group
90X General Long-Term Debt Account Group
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Thislisting of General Ledger Accounts provides a quick reference to the expanded list of account code descriptions
found in PROCEDURE NO: CDE-404, General L edger Account Descriptions.

CODE
CLASS DETAIL TITLE
1000 Assets
1100 Cash and Temporary Investments
1111 Cash - Cash in Banks
1121 Cash - Payroll Bank Account
1130 Imprest Funds
1140 Temporary Investments
1150 Escrowed Cash
1200 Accounts Receivable
1210 Local Accounts Receivable
1220 County Accounts Receivable
1230 State Accounts Receivable
1240 Federal Accounts Receivable
1260 Non-Current Accounts Receivable
1290 Receivables Due From Other Funds
1300 Inventories
1400 Other Current Assets
1500 General Fixed Assets
1510 Land
1520 Buildings
1530 Construction In Progress
1540 Equipment
1600 Bonded Debt
1610 Amounts to be Provided for Payment of Bond
Principal
1620 Amounts to be Provided for Payment of Bond
Interest Future Coupon Maturities
2000 Liabilities
2100 Current Payables
2110 Accounts Payable
2120 Loans Payable
2130 Bonds Payable
2140 Bond Interest Payable
2150 Payroll Deductions and Withholdings
2170 Accrued Wages Payable
2180 Dueto Other Funds
2200 Deferred Income
2300 Reserve for Protested Taxes
2700 Bonded Debt Payable
2710 Bonds Payable - Future Years
2730 Bond Interest Payable - Future Coupon Maturities
2800 Pension Liability
3000 Fund Balances and Reserves
3100 Fund Balance
3200 Invested Reserves
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CODE
CLASS DETAIL TITLE
3210 Reserve for Investment in Inventories
3220 Reserve for Investment in General Fixed Assets
3300 Indirect Cost and Casualty/L oss Clearing Accounts
3310 Allowance for Indirect Costs
3320 Casualty/L oss Clearing Account
3400 Restricted Fund Balance
4000 Encumbrance Reserves
4110 Fund Balance Reserved for Encumbrance
5000 Revenues
5010 Estimated Revenues and Noncash Revenues-
Control
5020 Realized Revenues and Noncash Revenues- Control
6000 Appropriations, Encumbrances, Expenditures
6010 Appropriations - Control
6020 Encumbrances - Control
6030 Expenditures - Control
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MISSOURI FINANCIAL ACCOUNTING MANUAL

Thislisting of Revenue Object Codes provides aquick reference to the expanded list of revenue object codes found
in PROCEDURE NO: CDE-405, Revenue Object Code Descriptions. Revenue codes with * symbol are not ordinarily
susceptible to accrual. Modified accrual districts must accrue all other revenues as of June 30 for end of year

financial statements and schedules.

CODE
LASS

(@]

g

5100
5110

5120

5130

5140

5150*

5160*

5170

5180*

5190*

5200
5210

School Finance

DETAIL

5111
5112
5113*
5114
5115
5116
5117
5118

5121*
5122*
5123*

5131

5141
5142

5151

5161
5165

5171
5172
5173

5179
5181

5191

5192*
5195*
5196*
5198*

TITLE

Revenues
Revenues From Local Sources

Taxes
Taxes, Advalorem, Current Y ear
Taxes, Delinquent
School District Trust Fund (Proposition C)
Financial Institution Taxes (Intangible)
M & M Surcharge
InLieu of Tax
City Sales Tax
Kansas City Boulevard Tax
Tuition
Regular Day School Tuition (K-12)
Summer School Tuition (K-12)
Adult/Continuing Education Tuition (Post-
Secondary)
Transportation
Transportation Fees From Patrons
Earnings on Investments
Earnings From Temporary Deposits
Accrued Interest on Bonds Sold
Food Service - Pupils
Salesto Pupils
Food Service - Adults
Salesto Adults
Food Services- Non-Program
Enterprise Sources
Admissions
Bookstore Sales
Student Organization Membership Dues and
Fees
Other Pupil Activity Income
Community Services
Community Services
Other Revenue from Loca Sources
Rentals
Gifts
Prior Period Adjustment
Net Receipts from Clearing Accounts
Miscellaneous Local Revenue

Revenue From | ntermediate Sources
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CODE
CLASS DETAIL TITLE
5211 Fines, Forfeitures, Escheats, Overplus
5220 Tax Collected by County For LEA
5221 State Assessed Utility Tax
5230 Other County Revenue
5231 Federal Properties
5234 Other County Revenue
5300 Revenue From State Sources
5310 Foundation Formula, State Aid
5311* Basic Formula
5312* Transportation
5313* Exceptional Pupil
5314 Early Childhood (3 & 4 Year Old) Specia
Education
5315* Remedia Reading
5316* Gifted
5317 Career Ladder/Excellencein Education Act
5318* Free & Reduced Lunch/At-Risk
5322 Vocational/At-Risk
5324 Educational and Screening Program
Entitlement/Parents As Teachers
5330 State Revenue
5331* Foreign Insurance Aid (Free Textbook)
5332 Vocational/Technical Aid
5333 Food Service - State
5334* Fair Share (Cigarette Tax)
5335* Desegregation Aid
5336 Excellence in Education Act (Incentive
Grants)
5337 Adult Basic Education (ABE) - State
5338 Adult Basic Education Literacy Grant
5351 Handicapped Census
5352 Video Tax (State)
5353 Job Development/Customized Training
5354 Futures Program, Job Development, Adult
Basic Education (ABE)
5355 Futures Program, Job Devel opment, Early
Childhood/Parents As Teachers
5356 Futures Program, Job Development, Job
Training
5357 Summer Child Care
5358 Safe Schools Initiative Grant
5359 Vocational-Technical Education
Enhancement Grant
5361 New Schools Pilot Project Grant
5362 A+ Schools Grant
5363 Incentivesto Reduce Pupil/Teacher Ratio
5364 Grantsfor School Technology
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CODE
CLASS DETAIL TITLE
5365 Success L eads to Success Grants
5366 MO Department of Natural Resources
(DNR) Energy Loans
5367 MO School Age Children’s Health
Services Grant
5369 Residential Placement/Excess Cost
5371 Readersfor the Blind
5372 State Emergency Management Agency
(SEMA) Funds
5373 MO Department of Conservation
Landscape Grant
5374 Educare Grant
5376 Select Teachers As Regional Resource
(STARR)
5377 MO Department of Natural Resources
(DNR) Energy Grant
5378 Foreign Language Support Service Grant
5379 English as a Second L anguage Support
Service Grant
5381 Extraordinary Costs Specia Education |
5397 Other State Revenue
5400 Revenue From Federal Sources
5410-19 Grants-In-Aid - Unrestricted, Direct
511 Impact Aid
5412 Medicaid
5413 Federal Disaster Assistance
5416 Federal Housing
5417 Federal Flood Counseling
5418 Reserve Officer Training Corps (ROTC)
5420-59 Grants-in-Aid - Restricted, Federal through State
5421 Special Vocational Projects/Other
5424 Vocational Education Act, Titlell, Part B,
Single Parent Homemakers
5425 Vocational Education Act, Titlell, Part B,
Sex Equity
5427 Vocational Education Act, Titlell, Part C,
Basic Grant
5429 Vocational Education Act, Titlelll, Part B,
Consumer Homemaking
5431 Vocational Education Act, Title 11, Part E,
Tech Prep Program
5435 Job Training Partnership Act (JTPA)
5436 Adult Basic Education (ABE) - Federal
5441 Individuals with Disabilities Act (IDEA)
5442 Early Childhood Special Education -
Federal
5445 School Lunch Program
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CODE
CLASS DETAIL TITLE
5446 School Breakfast Program
5447 Speciad Milk Program
5451 Titlel - Elementary and Secondary
Education Amendments of 1965
(ESEA)
5452 Titlel - ESEA, Migrant
5455 Title VI - ESEA, Innovative Education
Programs
5456 Goals 2000, TitlelV, LIFT Grant
5457 Goals 2000, Educate AmericaAct, Titlelll,
Systemic Improvement Grant
5458 Goals 2000, Teacher Preservice and
Professional Development Grant
5460-79 Other Federal Restricted, Through the State
5461 TitlelV - ESEA, Safe and Drug Free
Schools and Communities
5462 Emergency Immigrant Education
5463 Education for Homeless Children and Y outh
5464 Foreign Language Assistance Program
5465 Titlell - ESEA, Eisenhower Professional
Development
5466 Technology Literacy Challenge Fund
(TLCF) Grant
5467 Dependent Care Grant
5468 Futures Program, Job Development, Adult
Basic Education (ABE)
5469 Futures Program, Job Devel opment, Early
Childhood/Parents as Teachers
5471 Futures Program, Job Development, Job
Training
5472 Child Care Development Fund Grant
5473 National and Community Service Trust Act
of 1993
5474 School to Work Grant
5475 AIDS Education Grant
5476 Even Start Family Literacy
5477 Federal Emergency Management Agency
(FEMA) Funds
5478 Vocational Rehabilitation
5479 English as a Second Language
(ESL)/Bilingua
5480-89 Other Grants-In-Aid-Restricted, Federal
5481 Summer Food Service Program
5482 Job Training Partnership Act (JTPA)
5483 Headstart
5484 Pl Grants
5485 Desegregation Aid
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CODE
CLASS DETAIL TITLE
5486 Impact Aid, Restricted Purpose
5488 Goals 2000, Educate AmericaAct, Title VII,
Safe Schools
5489 Facilities Infrastructure mprovement Grant
5492 Technology Literacy Challenge Grant
5497 Other Federal Revenue
5500 Noncash - Revenue from Federal Sources
5510 Donated Commodities
5600 Non-Current Revenue
5610 Sale of Bonds
5611 Sale of Bonds
5612 Premium on Bonds Sold
5630* Insurance
5631 Net Insurance Recovery
5640~ Sale of School Buses
5641 Sale of School Buses
5650 Sale of Other Property
5651 Sale of Other Property
5690 Other Non-Current Revenue
5691 Temporary Direct Deposit Revenues
5800 Amounts Received from Other LEAS
5810 Tuition from Other LEAS
5820 AreaVocational School Feesfrom Other LEAS
5830 Contracted Educational Servicesfrom Other LEAs
5840 Transportation Amounts Received from Other LEAS
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Thislisting of function (program) codes provides a quick reference to the expanded list of function codes found in
PROCEDURE NO: CDE-406, Function Code Descriptions.

CODE
CLASS DETAIL TITLE
1000 Instruction
1100 Regular Programs
1110-20 Elementary
1130-40 Middle/Junior High
1150-80 High School
1190 Other Regular Instruction
1200 Special Programs
1210 Mentally Retarded
1230 Physically Sensorially Handicapped
1240 Emotionally/Behaviorally Disturbed
1250 Culturaly Different
1260 Pupilswith Learning Disabilities
1270 Bilingual
1280 Early Childhood Special Education
1290 Other Specia Programs
1300 Vocationa Programs
1310 Applied Biological
1320 Health Occupations
1330 Business, Marketing and Management (Distributive
Education)
1340 Personal and Public Services
1350 Industrial Oriented Occupations
1360 Other Vocationa Programs
1400 Student Activities
1600 Adult/Continuing Education Programs
1610 Adult/Continuing Basic Education Programs
1620 Advanced Adult Education
1630 Adult Occupational
1640 Adult Upgrading in Current Occupation
1650 Adult Retraining for New Occupation
1660 Adult and Community Continuing Education
1670 Community Education/Life Enrichment
1690 Other Adult/Continuing Education Programs
1900 Payments to Other Districts
1910 Tuition to Other Districts
1920 AreaVocational School Fees
1930 Tuition, Severely Handicapped Program
1940 Contracted Educational Services
2000 Support Services
2100 Support Services- Pupils
2110 Attendance and Social Work Services
2120 Guidance Services
2130 Health Services
2140 Psychological Services
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SUBJECT: EUNCTION CODE LISTING

CODE
CLASS DETAIL TITLE
2150 Speech Pathology and Audiology Services
2190 Other Support Services- Students
2200 Support Services- Instructional Staff
2210 Improvement of Instruction Services
2220 Educational Media Services
2300 Support Services- General Administration
2310 Board of Education Services
2320 Executive Administration Services
2400 Support Services- School Administration
2410 Building Level Administration
2490 Other Support Services- School Administration
2500 Support Services- Business
2510 Business Support Services
2520 Fiscal Services
2540 Operation and Maintenance of Plant Services
2550 Pupil Transportation
2560 Food Services
2570 Internal Services
2590 Other Business Support Services
2600 Support Services- Central Office
2610 Central Office Services
2620 Planning, Research, Development and Evaluation
Services
2630 Information Services
2640 Staff Services
2650 Statistical Services
2660 Data Processing Services
2690 Other Support Services- Central
2900 Other Supporting Services
3000 Community Services
3200 Community Recreation Services
3300 Civic Services
3400 Public Library Services
3500 Early Childhood Program
3600 Welfare Activities Services
3700 Non-Public School Pupils Services
3800 Custody and Care of Children Services
3900 Other Community Services
4000 Facilities Acquisition and Construction Services
4020 Land Acquisition and Development Services
4030 Architecture, Engineering, and Legal Services
4040 Educational Specifications Development Services
4050 Building Acquisition, Construction, and
Improvement Services
4090 Other Facilities Acquisition and Construction
Services
5000 Long and Short Term Debt
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CODE
CLASS

5100
5110
5120
5130
5200
5210
5220
5230

5310
5320

School Finance

DETAIL

TITLE

Principal
Regular Bonded | ndebtedness Principal
Short Term Loans Principal
L ease Purchase Agreement Principal
Interest
Interest - Regular Bonded I ndebtedness
Interest - Short Term Loans
Interest - Lease Purchase Agreements

Other
Fees - Regular Bonded I ndebtedness
Fees - Short Term Loans
Fees - L ease Purchase Agreements
327
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SECTION: APPENDIX B-6

SUBJECT: EXPENDITURE OBJECT CODE LISTING

Thislisting of expenditure object codes provides a quick reference to the expanded list of expenditure object code
descriptions found in PROCEDURE NO: CDE-407, Expenditure Object Code Descriptions.

CODE
CLASS DETAIL TITLE
6100 Salaries
6110 Certificated Teacher Salaries
6120 Certificated - Part-time
6130 Certificated - Supplemental
6140 Certificated Employees Unused Sick Leave and/or
Severance Pay
6150 Classified Salaries- Regular
6160 Classified Salaries- Part-time
6170 Classified Employees Unused Sick Leave and/or
Severance Pay
6200 Employee Benefits
6210 Teachers Retirement
6220 Non-Teacher Retirement
6230 Old Age, Survivors and Disability Insurance
(OASDI) and Medicare
6240 Employee Insurance
6260 Workers' Compensation Insurance
6270 Unemployment Compensation
6290 Other Employer Provided Services
6300 Purchased Services
6310 Professional and Technical Services
6311 Instruction Services
6312 Instructional Program Improvement
Services
6313 Pupil Services
6314 Staff Services
6315 Audit Services
6316 Data Processing Services
6317 Legal Services
6318 Election Services
6319 Other Professional and Technical Services
6330 Property Services
6331 Cleaning Services
6332 Repairs and Maintenance
6333 Rentals, Land and Buildings
6334 Rentals, Equipment
6335 Water and Sewer
6336 Trash Removal
6339 Other Property Services
6340 Transportation Services
6341 Contracted Pupil Transportation To and
From School
6342 Other Contracted Pupil Transportation -
Nonroute
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SUBJECT: EXPENDITURE OBJECT CODE LISTING

CODE
CLASS DETAIL TITLE
6343 Travel
6349 Other Transportation Services
6350 Insurance (Other Than Employee Benefits)
6360 Conmunication
6370 Dues and Memberships
6390 Other Purchased Services
6400 Suppliesand Materials
6410 Genera Supplies
6420 Free Textbooks
6430 Regular Textbooks
6440 Library Books
6450 Periodicals and Instructional Resource Materials
6460 Warehouse Inventory Adjustment
6470 Food
6480 Energy
6490 Other Supplies
6500 Capital Outlay
6510 Land
6520 Buildings
6530 Improvements Other Than Buildings
6540 Equipment
6550 Vehicles
6590 Other Capital Outlay
6600 Long and Short Term Debt
6610 Principal
6611 Redemption of Principal - Bonded
Indebtedness
6612 Redemption of Principal - Short
Term Loans
6613 Redemption of Principal - Lease
Purchase
6620 Interest
6621 Interest - Bonded I ndebtedness
6622 Interest - Short Term Loans
6623 Interest - Lease Purchase
6630 Fees
6631 Fees - Bonded I ndebtedness
6632 Fees - Short Term Loans
6633 Fees - Lease Purchase
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SUBJECT: EORM FOR OPERATIONAL UNIT CODE LISTING

The Operational Unit Codeis athree digit code that refersto individual campuses within adistrict and individual
components within the administration, school service, maintenance and operation divisions. The operational unit
codeis provided for use by districts to maintain accounts and exercise expenditure control by operational unit.

Thislevel of detail isnecessary to comply with Section 160.522, RSMo, (SB 380, 1993, Outstanding Schools Act),
which requires the reporting of selected data down to the building level.

Thelocal district should use the Department of Elementary and Secondary Education School Core Data Collection
Cycle Codes for individual campuses, dropping the last digit or adjusting the third digit to distinguish separate
campuses. If the district does not use the Core Data Collection Cycle Codes for individual campuses, it may record
district specified operational unitson this page. Additional information may be found in PROCEDURE NO: CDE-408,
Operational Unit Codes.

CODE DESCRIPTION | CODE | DESCRIPTION
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SECTION: APPENDIX C

SUBJECT: EXPENDITURE CODING EXAMPLES

The following examples of expenditures function/object codes for various types of expenditures are the result of
commonly asked questions and are provided as a general guide in determining proper coding. These are examples
and the actual district specific expenditure code used may differ from those indicated below.

Many specific types of revenue received (such as a Goals 2000 Grant) DO NOT have program specific codes. In most
cases where there is no specific function code, the district should first determine the use (for what purpose, how, and
where the expenditure will occur) of the expenditure. 1n some cases, the actual code used will be one that is most
reasonabl e for that particular expenditure.

Often areasonable expenditure code may be found by simply browsing through PROCEDURE NO: CDE-406,
Function Code Descriptions and PROCEDURE NO: CDE-407, Expenditure Object Code Descriptions.

Typica coding examples are:

EXPENDITURE (DESCRIPTION) FUND FUNCTION OBXECT REMARKS

Adult Education (Welding, Cake Baking)  GF 1671 6131 Night class taught by a
contracted teacher.

Bonded Debt (Principal) DS 5111 6611

Bonded Debt (Interest) DS 5211 6621

Buy-out of Superintendent’s Contract SR 2310 (2321) 6359 (6141)

Career Ladder (Salary/Elementary Teacher) SR 1111 6111

Early retirement/middle school teacher SR 1131 6141

ExtraMilk GF 2562 6472

Food Supplies GF 2562 6471

Goals 2000 (use varies) GF 1151 6312 Specific Service (varies)

Home Bound Instruction R 1234 6121 Substitute teacher
providesinstruction at the
child’shome. Could be
Object 6131 if contracted
teacher provides service
after school.

Internet (Administrative Use) GF 2634 6361 Initial Hook-up/Fees

Internet (Instructional Use) GF 2223 6361 Initial Hook-up/Fees

IRS Penalty for late withholding payment G- 2524 6359
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SUBJECT: EXPENDITURE CODING EXAMPLES

EXPENDITURE (DESCRIPTION)

L ease Purchase Principal (School Bus)
(District Owned, Regular)

L ease Purchase I nterest (School Bus)
L ease Purchase Principal (Building)
L ease Purchase Principal (Instructional

Equipment/High School)

L ease Purchase Principal (Kitchen Equip)

Refund of Prior Year Revenue

School Nurse (District Employee)

School Nurse (Contracted Service
with another District)

students

Spanish Instruction by Satellite
Summer feeding programs

Tuition paid to send a hearing impaired
student to another district

School Finance

FUND FUNCTION

CP

CP

CP

GFor

CP

CP

GFor

2552/2554

5231

1151

2562

2320

2134

2134

1941

1910
1237

332

OBECT

6552

6623

6521

6151

6319

6311

6311

REMARKS

Object code to "capitalize”
payment

Object code to "capitalize”
payment

Object code to "capitalize”
payment

Object code to "capitalize”
payment

Object code to "capitalize”
payment

Fund could be SR or CP

depending on prior year
source or placement

Object could be 6313 for
Special Education
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SUBJECT MATTER INDEX

SUBJECT

Accession Ledger for Property (Example)
Accounting Code Explanation (Overview)
Accounting Code Quick Reference Listing
Accounting Concepts
-Accrual Adjustments by Period
-Accrua Items and Recommended Timing
-Cash Advances
-Cash versus Accrual Basis of Accounting
-Direct Cost Reporting
-Encumbrances
-End of Period Adjustments
-Inventory
-Investments
-Modified Accrual Accounting
-Modularity of Data
-Refunds and Reimbursements - Incoming to the District
-Refunds and Reimbursements - Outgoing from the District
-Refunds (Abatements) and Reversal of Revenue or Expense Transactions
-Reporting Standards
Accounting Principles and Policies
Accounts Payable and Cash Disbursements
-Separation of Duties When Handling Cash
Accounts Receivable and Cash Receipts
Account Titles, Alphabetical Listing
Accrue Earned But Unpaid Salaries
Acquisition and Disposal of Fixed Assets
Advance Funding Accounting Procedures
Annual Inventory of Property
Audit Information, General
Audit Requirements
-Filed with
-Request for Extension
-Sample Request for Proposal
Average Daily Attendance (ADA), Defined

Bad Checks
Basis of Accounting - Defined
Bond Proceeds Transfer
Bonds, General Obligation
Budget
-Adoption of Budget by Board
-Budget Transfer Summary Detail
-Changes/Amendments to the Budget
-Change Form Reguest (Example: Changesto the Budget)
-Cost Estimates
-Definition of Budget
-General Summary Page
-Model Budget Document
-Preparation of the Budget
-Presentation of Draft Budget to Board
-Required Parts of a Budget (to comply with Section 67.010 RSMo)
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SUBJECT

Budget, Continued
-Request Forms (Budget Request Prepared by the Administrator)
-Revenue Estimate
-Time Schedul e for Budget Preparation

Capital Expenditure, Definition

Capital Expenditures and Accounting for Fixed Assets
-Classification: Operating Expense or Fixed Asset
-Disposal of afixed asset
-Property Records

Capital Out Equipment Threshold (Equipment verses Supply)

Capital Projects Fund Transfers- Incoming

Categorica Revenue Transfer to the Capital Projects Fund

Cash Deposit

Cash Disbursement

Cash Disbursement Journal Example

Cash Receipts and Accounts Receivable

Cash Receipts Journal Example

Cash Receipts and Safe Guards

Cash versus Accrual Basis of Accounting

Casualty/Loss Clearing Account within the General Ledger Accounts

Checks - Bad Checks

Checks - Safeguardsin Issuing

Classification Codes

Closing and Opening Journal Entries

Coding Expenditure Examples

Counter Receipts and Cash Receipts

Current Y ear Taxes, Record Receipt

Debt Refunding for General Obligation Bonds
Debt Service Fund, Separate Bank Account
Debt Service Transfer
Definitions, Glossary (Appendix A)
-Accrual Accounting
-Debt Service
-Budget
-Capital Expenditure (Equipment Capital Outlay)
-Direct Cost Reporting
-Double Entry System
-Eligible Pupil
-Equalized Assessed Valuation
-Equalized Operating Levy
-Function Code
-Fund, Separate Fund Accountability
-Funds, Missouri Statutory Requirements
-Inclement Weather
-Membership
-Modified Accrual Accounting
-Object Code
-Operational Unit Code
-Source of Funds/Project Code
Direct Deposit Program (SB 301 Redirect Program)
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SUBJECT

Disposal of aFixed Asset (Journal Entry Example)
Double Entry System

Earned/Accrued But Unpaid Salaries

Eligible Pupil, Defined

Encumbrance Accounting

Encumbrance Journa (Example)

End of Period Adjustment

End of Y ear Report Requirements

Energy Savings Performance Contract
Enrollment, Defined

Equalized Assessed Valuation, Defined
Equalized Operating Levy, Defined

Equipment, Capital Outlay

Equipment Record (Example)

Equipment Threshold (Equipment verses Supply)
Expenditure Coding Examples

Expenditure Function Codes

Expenditure Journa (Example)

Expenditure Object Codes

Expenditure Object Code Listing (Appendix B-6)
Extension Codes/Project Codes/Source Codes
Extension of Due Date for Audit

Federal Fund Requirements

Federal Program Accounting Characteristics

Federal Program Accounting Methods
Fiscal Report, Example

Finance Sub System Flow Chart

Fixed Assets, Accession Ledger
-Acquisition and Disposal of
-Definition of Fixed Asset
-General Fixed Asset Account

Free and Reduced Lunch Eligible Pupil Count (Definition)

Free Textbook Transfer
Function Code Definition
Function Code Descriptions
Function Code Listing (Appendix B-5)
Fund Accounting
-Fund Types and Account Groups
-General Fixed Asset Accounts
-Special Projects Funds
-Transfers, Interfund Transactions Limited
Fund Code, Definition
Fund Code Descriptions
Fund Code Listing (Appendix B-2)
Fund Transfers, Allowable
Funds Required by Missouri Statutes
Form For Local Operationa Unit Code List

Genera Journal (Example)
General Ledger Accounts
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SUBJECT

General Ledger Account Code Listing (Appendix B-3)
General Obligation Bonds

Glossary (Appendix A)

Guaranteed Energy Savings Performance Contract

I dentification Codes for Summary Reporting
Imprest Petty Cash

Inclement Weather, Defined

Indirect Costs, Defined

Indirect Cost Rates for Federal Grants
Interfund Transfers

Inventory

Inventory Record, Example

Investments

Investment Record

Journal Vouchers
Journal and Ledgers

Kindergarten ADA and Membership, Defined

L ease Purchase Agreement Entered into After January 1, 1997
L ease Purchase — Energy Savings Performance Contract

L ease Purchase, Description and Journal Entries

L ease Purchase, Defined

L edgers and Opening Entries

Legal Interfund Transfers

Loans

Loca Revenue Descriptions

Mail Receipts

Major Account Titles, Alphabetical Listing (Appendix B-1)
Matching Funds, Local Match

Membership, Defined

Missouri Direct Deposit Program (SB 301 Redirect Program)
Modified Accrual Accounting

Object Code Definition

Object Code (Expenditure) Descriptions
Object Code (Revenue) Descriptions
Opening and Closing Journal Entries
Operating Levy for School Purposes, Defined
Operational Unit Codes

Option for Lease Purchase

Origina Entry and Recommended L edgers

Payroll Accounting
-Payroll Records
Petty Cash
Prepaids
Project Code/Source Code/Extension Code Descriptions
Project Code/Source of Funds Definition
Property Listing, Fixed Assets
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SUBJECT

Purchase Orders

Property Records, Example of Accession Ledger
Property Title I ssues Relating to L ease Purchase
Purchase Requisitions

Receivables, End of Period Adjustments
Receiving Reports

Redirect Program (SB 301 Direct Deposit Program)
Refunding of Bonded Debt

Refunds or Reimbursements, In Current Y ear and For Prior Y ear

Rental, Defined

Required Funds, Missouri Requirements
Requirements of Federal Funds

Resale of Vocational Projects

Resident Student, Defined

Revenue Code Descriptions

Revenue From County Sources- Placement by Fund
Revenue From Federal Sources- Placement by Fund
Revenue From Local Sources- Placement by Fund
Revenue From State Sources- Placement by Fund
Revenue Not to be Accrued

Revenue Transfersto Capital Projects Fund
Revenue Object Code Descriptions

Revenue Object Code Listing (Appendix B-4)

Safeguards When Issuing Checks
Sale of Vocational Projects

Separate Fund Accountability
Separation of Duties-Handling of Cash
Short Term Loans/Tax Anticipation
Source of Funds/Project Codes
Special Project Funds

Special Revenue Fund Transfer

State Requirements for Public School Finance
State Revenue Descriptions

Summary Reporting Codes

Supply Inventory Requisitions

Tax Anticipation Loans/Short Terms Loans
Taxes, Record the Receipt of

Textbook Fund Balance Transfer

Title Issues Relating to L ease Purchase
Transfers, Interfund

Transportation Coding Procedures (Examples)

Vocational Project - Resale

Y ear-End Transfers
“Zero” Teachers Fund Balance Transfer
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